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1. IlosicHuTeILHAS 3aIHCKA
1.1. Iean u 3a7a4u JUCHUATIIAHBI
enp  AUCHMIUIMHBI —  HW3yYEHUE  3aKOHOMEPHOCTEH  JOKYMEHTOOOPa30BaHHS,
CKJIQJIbIBAHUSI W PA3BUTHUSA CHUCTEM JOKYMEHTAIlUU, TEOPETUUECKUX M MPAKTUYCCKUX MPoOIeM
CO3JIaHUsI JIOKYMEHTOB OpTraHaMH TOCYAapCTBEHHOM BJIACTH, MECTHOTO CaMOYIPABJICHHS U
OpraHU3aIsIMH 000 OpraHN3aIMOHHO-TIPABOBOM (POPMBL.
3agaum AMCUMILINHBI:
MOKa3aTh B3aMMOCBSI3b HHPOPMAIINH U IOKYMEHTA;
MPOCIICTUTH IBOTIONUIO IOKYMEHTA, KaK HOCUTENS MH(GOPMAITHH, pa3BUTHE CITOCOO0B
JIOKYMEHTHUPOBAHHUA U MaTepUaioB uid pukcanuu nHHOpMaInu;
MIPOaHATH3UPOBATH MPOIECC CKIIABIBAHUS U Pa3BUTHUS (HOPMYIIsipa TOKyMEHTA;
MPOAHAIU3UPOBATH MPOIECC CKIIAIBIBAHUS U PA3BUTUS CUCTEM JIOKYMEHTAIIUU;
BBISIBUTH U TIOKa3aTh TCHIICHIIMM yHU(UKAIUH, CTAaHIAPTU3AINHA W KiIacCU(UKAIIUN
KaK OTAENbHBIX (OPM JOKYMEHTOB, TaK U CUCTEM JOKYMEHTAIIUU B IIEJIOM;
MOKa3aTh COBPEMEHHBIC TPEOOBAHUS K COCTABICHUIO ¥ O(DOPMIICHUIO JOKYMEHTOB;
MPUBUTH HABBIKM aHAJIN3a JIOKYMEHTA,

IIPHUBUTE HABBIKHM COCTaBJICHUA JTFOOBIX BHUIOB JOKYMCHTOB M IIPOCKTHPOBAHUA

CUCTCM  JOKyMCHTAUUU U I/IH(l)OpMaLII/IOHHO—

YHUPUIIMPOBAHHBIX  (HOPM  JTOKYMEHTOB,

ILOKYMGHTaL[I/IOHHOﬁ CHUCTCMBbI YUYPCIKICHUS B LICIIOM.

1.2. [lepeueHsp mIaHUPYEMBIX PE3YIBTATOB O0YUESHHS IO TUCIUILINHE, COOTHECEHHBIX C HHANKATOPAMU
JIOCTH)KCHUS KOMIETEHIINH

Komvmnerennus

(Ko 1 HaMMEHOBaHUE)

HNuaukaTopbl KOMIeTeHIUI

(KOl ¥ HANMEHOBAHUE )

PesysbTaTnl 00y4eHust

OIIK-2. CnocobeH HaxoIHUTh
OpraHU3alHOHHO-
yIPaBICHYCCKUE PEIICHUS PU
peuieHun 3ana4 B cepe cBoei
npoQeCCUOHATBHOM
JIeSATENILHOCTH

OIIK -2.3. Pemaer ympaBieHUECKHUE
3aaud B chepe JOKYMEHTAILIMOHHOTO
obecrieueHns yIpaBJICHHsI H apXUBHOTO
Jena

3namv: pynrxyuu noopasdenenuii 8 cghepe
OOKYMEHMAYUOHHO20 0Decneyenus
YIpasieHust u apxugHo2o 0eid

Ymemo: evinonnsamo pabomy no
OOKYMEHMAYUOHHOMY 0Decneyenuro
YNpaeneHus u apxXueHoMy XpaneHuio

Braoemw: nasvixamu evibopa naubonee
ONMUMANLHO20 PeuteHUst YRPAGIEHYECKUX
3a0au 8 cghepe OOKYMEHMAYUOHHO20
obecneueHust ynpagieHus U apxueHozo oeid

OIIK-3. CiocoGeH mpUMeHSTh
TEOpEeTHYECKNE 3HAHUS IS
peLICHHs TOCTABICHHBIX 3a1a4

OIIK -3.3. Mcionb3yeT B3auMOCBSI3U
JOKYMCHTOBCACHUA U apXHUBOBCICHUA CO
CME)XHBIMU HayKaMH U HAYYHBIMU

3namob: cmedicHvle ¢ QOKyMeHmogeodeHueM u
apxueoeedenuemM HayuHvle OUCYUNTIUHBL




B o0acTu JAOKYMCHTOBCACHU
1 apXHUBOBEACHUA

IHUCIUTLIMHAMU

Ymemes: svisignamo 63aumocssnsu mesicoy
OOKYMeHMOo8eOeHUueM, apxXusoeeoeHuem u
Opy2uMU HAYYHBIMU OUCYUNIUHAMU

Bnaoems: nasvixamu unmepnpemayuu
3HAHULL 8 001ACIU CMENCHBIX HAYYHBIX
OUCYUNIUH NPU pelterie 3a0ay 6 cpepe
O00KYMEeHMOBeOeHUs. U APXUBOBEOCHUS

1.3 MecTo IMCHUIUIMHBI B CTPYKTYPE OCHOBHOI 00pa30BaTe/IbHOM MPOrPaMMbl

JlucunnuHa

((I[OKYMCHTOBGILCHI/IC»

JTUCIUIUIAH Y4eOHOTO TUTaHa.

I[J'If{ OCBOCHUA OUCIHHUIIINHBI HGO6XOJII/IMI)I KOMIICTCHIINU, C(i)OpMI/IpOBaHHBIC B XOoI€

HU3Yy4YCHUs CIICAYIOIUX JUCHUIIIAH: «HCTOpI/IH Poccuny.

B pesynbpTare 0CBOSHHS TUCIMILIMHBI (OPMHUPYIOTCS KOMIIETEHIIMH, HEOOXOAUMBIE ISt

U3Yy4YCHUA CICAYIOINUX JUCHUIINIMH W HPOXOXKIACHUSA IPAaKTUK: ((OpFaHI/I3aIII/I$I 1 TEXHOJIOIUsA

OTHOCUTCS K o00s3aTelbHOM dYacTu OJioKa

HOVY», «KaapoBoe nenonpon3BoacTBo», O3HaKOMUTENIbHAS TTPAKTHKA.




2. CTpyKTypa JUCUMILIHHBI

O61mmas TpyA0EMKOCTh IUCHHUTUIHHBI COCTABISAET § 3.€., 288 akaeMHUeCcKUX 4acoB.

CTpykTypa AUCHHUILIMHBI /I 04HOI (opMBbI 00ydYeHHs
O06bemM aUCHUTUIMHBI B (hOpME KOHTAKTHOW PAOOTHI OOYyYarONIUXCS C MeJaroru4ecKuMU

paOoTHUKaMU U (MJIM) JUIAMHU, IPUBJICKAEMbIMH K peaju3aluu 0O0pa3oBaTeIbHON MpOrpaMMel
Ha UHBIX YCJIOBUAX, IPU NPOBEACHUN YU€OHBIX 3aHATHI:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuectBo
4acoB
1 Jlexun 32
1 JlabopaTopHbie pabOTHI 48
2 Jlexiun 32
2 JlaGopaTopHbie pabOThI 48
Bcero: 160

O0beM TUCHHILTUHBL B (DOPME CaMOCTOSATENbHON paOOThI 00YYAIOMIMXCs cocTaBmsieT 128

aKaICMHUYCCKUX YaCoOB.

3. Conep:kaHue QM CHUATINHbBI

0ucuunﬂunbl, UCMOYHUKU

aumepamypa

Ne | HanmeHoBaHue pa3jesia Conep:xanue
AUCHMITUHBI
1 | Pazoen 1 Hasnauenue 1.1.  Ilpemnmer, coxepkaHue,  3amayu

u

JUCHUILTUHBI U METOJIbI €€ U3yUCHUS.

JoxymeHT - OCHOBHOM 00BEKT
JIOKYMEHTOBETYECKUX HACCIIEIOBAHUHN. Ponb
JOKYMEHTa B JKH3HM 4YeJIOBEeKa U OOIIecTBa.
JlokymeHTHI B chepe mpaBa u ynpasieHus. Biusaue
HAayYHO-TEXHUYECKOW PEBOJIOIMN HA pPa3BUTHE
nokyMmeHTta. Pasutue ¢dopmynspa JOKyMEHTa.
HayuHo-ucropuueckass ¥ mnpakTHuecKass LEHHOCTh
JIOKYMEHTA. Meroabl HccIe0BaHus
JTOKYMEHTOBeAUECKHX Tpobiem. OOIeHaydHbIE U
crenuanbHble MeToAbl. CTaHOBJIEHHE WM Pa3BUTHE
JOKYMEHTOBEJCHUSI KakK HAayYHOM JUCIUIUIMHBIL.

CBs13b TOKYMEHTOBEICHUS C Teopuel MH(OpMaIuH,




apXUBOBEICHUEM u HWCTOYHUKOBEICHUEM.
Hcnonp3oBannre NOKYMEHTOBEACHUEM JIOCTUKEHUN
UHPOPMATUKH, HUCTOPUYECKOH  HAYKH, [IpaBa,
JUHTBUCTUKHM, TEOPUM YIpPaBICHUS U JPYTHUX
Hay4HbIX AUCHUIUIMH. POIlb TOKYMEHTOBEIEHHUS B
COBEPILECHCTBOBAHUU IIPOLIECCOB YIIPABJICHUS.

1.2. UcTo4uHMKY U TUTEpaATypa

3aKOHOATENbHbIE  AKThl, HOPMATHUBHbBIC
marepuasibl XVI — nHau. XX B. IIucbMoOBHUKH.
Metoauueckue paspaboTku. PykoBojacTBa 1O
JIEIIONIPOU3BOJICTBY.

3aKOHO,I[aTeJ'II>HI>Ie, IIpaBOBELIC aKThbI n

HOPMAaTHUBHO-METOAUYECKHUE JOKYMEHTBI
Poccuiickoii denepanuu. Koncturynus
Poccuiickoit denepanuu. Konexcor PO,

KOHCTUTYIIMOHHBIE U (peepaibHble 3aKOHBI, YKa3bl,
ITocTanoBneHus [IpaBuTenscTBa Hu HWHEIC
HOpPMATHBHBIE  JOKYMEHTBL. [ 'OoCyJapCTBEHHbIE
CTaHJAPTHI, HOPMaTUBHO-METOIUYECKUE
JIOKYMEHTBI — PETIIaMEHTHI, TIPaBUIa, HHCTPYKIIUH U
np.  llepmoamveckue  um3manus.  CropaBOYHBIE

u3nanus. Jluteparypa.

Pazoen 2 /lokymenm, e2o (hynkyuu

U Cnocodbl 0OKYMEHMUPOBAHUSA

2.1. [TonsiTusa «uHGOPMAITUD» U «TOKYMEHT)

[Monsatuss «uHDOpMaALIUA» U  «IOKYMEHTY.
Ces3p  uHbOpManMuu W JOKyMeHTa.  Pounb
UHPOPMAIIMK B COLUAIBHBIX W IKOHOMUYCCKUX
npoueccax. MHdopmanusi Kak OCHOBAa HPHUHSITUA
YIPaBIEHUYECKOTO PEILICHHUS.

Bo3HukHOBEHUE JIOKYMEHTA, €ero
Ha3HAYCHHE. [Tonsitue «JIOKYMEHTY, ero
tpanchopmarus. JIoOKyMeHT - 00BEKT UCCIEOBaHUS

TCOPECTUICCKHX n MMPUKIAIHBIX JUCHUITINH.




IIpaBoBon, yIIpaBICHYECKUN HUCTOPUYECKUI
aCIeKThl B OINpEAENIEHUN AOKyMeHTa. Pacummpenue
MOHSATHUS (JIOKYMEHT» C pa3BUTHEM HAayKu H
TeXHUKH. [IOHATHE «BIEKTPOHHBI JOKYMEHT».
Onpenenenne JOKYMEHTa B TOCYJAapCTBEHHBIX
CTaHaapTax. Ilonstue «JIOKyMEHT» B
JIOKYMEHTOBEACHUU.

3akoHOmaTenbHbIE aKThl 00 00A3aTEILHOCTH
IOKyMeHTHpoBaHus uHpopmamuu. Hasnauenue
JOKyMEHTHOM uHpopMaruu. PakTopbl, BIUSIOLINE
Ha WHPOPMALMOHHYIO IEHHOCTh JIOKyMEHTOB.
3aBUCUMOCTh LIEHHOCTH MH(pOpPMAIUU OT MOJHOTHI,
00BEKTUBHOCTH, JIOCTOBEPHOCTH, CBOEBPEMEHHOCTH
nepefaud M IOJIy4EHHUs, NEPUOJAUYHOCTH WIH
4yacToThl nepepayu. OnepaTuBHas U UCTOpUYECKast
(peTpocnieKkTHBHAs) JOKYMEHTHas WH(pOpManus Kak
eanHast nHQOpPMaIMOHHAs cHUCTEeMa.

2.2. @yHKUIMU JOKYMEHTOB

[lonstue «pyHKIIHSA JIOKYMEHTa.
3aBUCHUMOCTh  TOHATUSA  <JIOKYMEHT» OT  €ro
byHKIIH. 3HaueHHe M3Yy4YEeHUs byHKIIUN
JIOKYMEHTA. WNndopmannonHas byHKIUSA
JOKYMEHTa KaK CpeACTBO  3aleyaTiieHuss |
coxpanenus wuHpopmanuu. CoruanbHas (YHKIHSI
nokymenta. KynbTypHas ¢yHKIUS JOKYMEHTA.
KommyHukaTuBHass ~ QyHKIMS  Kak  CpeJCTBO
nepeaayn uHHOpMaIHH.

VYrpasnendyeckas GyHKIHS U €€ 3HAYCHUE B
opraHuzanuu ympasineHusa. [IpaBoBas ¢yHKIMS.
Oynkuug  yuera. DyHKUMS  JAOKYMEHTa  Kak
UCTOPUYECKOIO0 MCTOYHUKA. (DYHKIUU MNOCTOSHHO
JercTByromue u (QyHKIMH ONepaTuBHBbIC BrusHue
GyHKIMIT ~ TOKyMEHTa Ha  €ro  CTPYKTYpY.

[TonndyHKINOHATBHOCTD JOKYMEHTA.




2.3. Crioco0Obl TOKyMEHTHUPOBAHUS

3ByKkoBasi pedyb, €€ BO3MOXXHOCTH U
HEOCTaTKW B 3aKpeIUVIeHWH H  [eperade
nHpopmaruu. [IpenMeTHbII U 3HAKOBBIM CITOCOOBI
nepenaun  coobmenuii.  Ilonstue  «cmoco6»
JOKyMeHTupoBaHus.  Mcropuueckuil — Xapakrep
JOKYMEHTOB M JOKYMEHTHPOBaHHUS.  OTaIlbl
pa3BUTHUS CIOCOOOB JJOKYMEHTUPOBAHUSI.

HauepratenbHblii cnoco® 3akperieHus U
nepesadn UH(pOpMaLIUN. TexcToBoe
JnokyMeHTupoBanue. I[IukTorpapudeckoe MicbMo H
ero ocobennoctu. Jlororpaduyeckoe THUCHEMO
(umeorpaduueckoe IMHUChMO), €r0 JIOCTOMHCTBA M
HenocTtaTku. IlpuMeHeHue mnukrorpaduyeckoro u
Jororpaguueckoro mnucbMa B HAcTOSLIEE BpeMs.
CrnoroBoe nucbMo. Bo3HUKHOBEHHE (POHETHUECKOTO
(OykBEeHHOT0) MHCHMA.

PazButue rpaduku pycckoro muchma.

Crenorpadus. [Ipumenenue TEKCTOBOT'O
JIOKYMEHTHPOBAHHUS.
TexHuueckoe JOKYMEHTHPOBAHHE.

OcCHOBHBIE TpPyHNbl TEXHUYECKOH JOKYMEHTAIHH.
Buast  texHuueckux — nokyMeHToB.  OOnactu
NPUMEHEHUST TEXHUUECKOTO JOKYMEHTHPOBAHHUSL.
®oTOIOKYMEHTUPOBAHUE. 3HaveHue
¢dororpaduu kak cnocoda pukcanuu HHPOpPMAaLUU.

[Tpumenenne GOTOTOKYMEHTOB.

KunonoxymeHnTupoBaHue. [Tonsatne
«KUHOJIOKYMEHT». Buner KHHOJOKYMEHTOB.
Buneosanucs.

dononokyMeHTHpoBaHue. Ero ocobeHHocTH,
00yacTy MIPUMEHEHHUS.
JlokyMeHTHpOBaHNE c IpUMEHEHHEM

I/IH(I)OpMaLII/IOHHO—J'IOFI/ILIeCKI/IX MallluH.
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CoBpeMeHHbIE CIIOCOOBI JOKYMEHTHPOBAHUS
C MCMOJIb30BAaHUEM HOBBIX TEXHOJIOTUH.

2.4.MarepuanbHble HOCUTENN HH(DOpMAITUH

Hocutenn  mapopmanmm.  JpeBHeime
MaTepHaisl Uil muchMa Matepuaiisl JUIsl MUCbMa B
[lepenneldi  Asum  (KIUHOMUCHBIE  TaOJIMYKH).
NsroroBnenue u MIPUMEHEHNE nanupyca.
Hcnonb3oBanue Ui NHMCcbMa MeprameHTa, 0epecTsl
U Jpyrux marepuainoB. M3o0pereHue Oymaru, ee
JIOCTOUHCTBa,  OOYCIIOBHBILIME  IOBCEMECTHOCTb
pacnpoctpanenus. Bopsuaple 3Haku (Quiaurpanu).
CpenctBa u opynuss IUMCbMAa M MX BIUSHHME Ha

pa3Butue rpaduKy MUchma.

Marepuansi JUTSt TEXHUYECKOTO
JIOKYMEHTHUPOBAHUSI. Marepuanbl JUTSt
(OTOKMHOTOKYMEHTHUPOBAHUS. Buneorpamwmsi.
Martepuainsl JUTSt (hOHOJJOKYMEHTHUPOBAHUS.

KOMHBIOTepHLIe HOCHUTCIIN I/IH(I)OpMaI_II/II/I. Brnusuue
HOCUTCIIA PIH(l)OpMaLII/II/I Ha JOJI'OBCYHOCTh U

CTOUMOCTBH JOKYMCHTA.

Paszoen 3 Ilpusnaku 0okymenma

3.1. OpuruHaIbHOCTH JOKYMEHTA

[lonsTe opuruHana, MpU3HAKU OpUTHHAJIA.
YMHOXEHHBbIE OpUTHHAIBI. YEpHOBUKH U OCIIOBHKHU
TEKCTOBBIX JOKYMEHTOB. ABTOrpadsl. Penakiuu.
OpuruHansl KUHO M (OTOTOKYMEHTOB. OpUTrHHAIIBI
(OHOOKYMEHTOB. OpuruHanbl  TEXHUYECKHX
JIOKYMEHTOB, OPUT'MHAJ JIEKTPOHHOIO JOKYMEHTA.

Ilonartue «nommHHUK». IlognuHHbIE U
HOJUIOKHBIE JTOKYMEHTHI. Bunel Qanscuduxanun
JIOKYMEHTOB. danscuduxanms COJIEpKaHU4.
Nutepnonsaums danscudukanus cocTaBa

yA0CTOBEpeHus, OJIaHKa.
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3.2. KonuiiHOCTh JOKYMEHTa

ITonsatusa «xomus». Mcropudyeckoe pa3BuUTHE
konuil. Buael xonwmii, onpenensiemble cnocoOoM UX
BocnpousseaeHus. Konuu, paznuuumslie o cnocody
ux ypocroBepeHus. Ilopsnok odopMieHns KOMMIA.

Opunuueckas cuna xonuit. Jlyonukar.

Pazoen 4 Cmpykmypa 0oKkymenma

4.1. ®opmynsip TOKYMEHTA U €r0 COCTaBHBIE
4acTH

Ilonsatne  «pexBusut». IlocTosiHHBIE U
nepeMeHHble pekBU3HTHL [loHsATHE «dopMmymsipa
JIOKYMEHTa. OcobenHoctu dbopmysipa
JIOKYMEHTOB, HOJYYEHHBIX Pa3IMYHBIMH CIIOCO0aMU
JOKYMEHTUPOBAaHUS (TEKCTOBBIMH, MAIIMHHBIMH,
KHMHO-, doro-, ¢doHoO-, TEXHUYECKHUMN).
NunuBuyanbHbINA u THUIOBOM bopmysap
nokymeHnta. @opmyissip — oOpasel, ero 3ajgadd B
yHU(UKaIUU TpeOOBAaHUM K PEKBU3UTAM JOKYMEHTa
U UX PACIIONIOKEHHUIO.

4.2. Co3maHve W pa3BUTHE TPATULIMOHHOMN
(bopMBI TOKyMEHTa

DopMymsp TEKCTOBOro AoKymeHra XVI -
XVII BB. BiusHue Tpaguuuid U 3aKOHa Ha
CKIagpiBaHue QGopmyispa gokymeHTta. Crneruduka
0003HaueHWsI HAWMEHOBAaHUS BUAA JIOKYMEHTA,
yKa3aHWE aBTOpa M COCTaBUTENs JOKYMEHTA.
Ob6o3nauenue anpecara. OcoOEHHOCTH AATUPOBKU
JOKyMEeHTa. MecTto ®  XapakTtep  MOJNUCEH
JOKYMEHTa, «CIpaBbl» M «IPHUIIACKH», aBTOPCKas
noanuck. Bunpl neyareii. OTMETKM Ha JOKYMEHTaX.
TpaauIMOHHO CIIOXKUBIIASICS CTPYKTypa TEKCTa H
OCOOEHHOCTH H3JIOKEHHSI COAEPMKAHUS Pa3TUUYHbBIX

BUJ0B TOKYMCHTOB.
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®opmyisip TekctoBoro gokymenra XVIII B.

3aKoHO/aTeNbHbIE U HOPMATUBHbBIE aKThl O
COCTaBJICHUH ¥ 0(OPMIIEHUH TOKYMEHTOB. Brusiaue
HEepapXUH «BIACTEH M MECT» Ha pa3BUTHE BUAOB U
paszHoBuaHOCTe. OO03HAYEHHE aBTOPa U €ro MECTO
B (hopMyIsipe JOKyMEHTA.

Texct nokymeHrta. Posb 3akOHOIATENbHBIX
aktoB XVIII B. B yHudukamuum  TeKcTa
ONpENIETIECHHBIX BUJOB JTOKYMEHTOB. [IucbMOBHUKH,
COOpPHUKH OOpa3LOBBIX TEKCTOB. 3arojioBOK K
TEKCTy, ero Ha3HaueHue u mecto. Ckpena. [leuatu u
nmpaBuja ToJb30BaHUS WMU. OTMETKH, WX BHJIBI,
Ha3Ha4YeHHE U MECTO B (hopmMyIisipe.

DopmyJisip TEKCTOBOro JokyMeHra XIX -
Hayana XX BB.

PernamenTtanus 3akOHOATENbHBIMU aKTaMHU
MOpsJIKAa COCTaBIEHUS U O(OPMIICHUS JTOKYMEHTOB
O6o3HaueHue BUIa, aBTOpa JOKYMEHTOB, UX MECTO
B popmyisipe. [losiBnenue Onanka.

OcobeHHOCTH aapecoBaHUsl JOKYMEHTOB H
opopmienue gartel. 3MeHeHue B TMOpSIKE
opopmiIeHHs ~ TOANUCH  Pa3jIMYHBIX  BUJOB
nokymMeHTOB. lIpocraBiienne mneuarei. Xapakrep
OTMETOK Ha JIOKyMEHTaXx.

CrpykTypa TeKCTa JOKYMEHTA.

O61erocyaapcTBeHHas yHUPUKAUS
JIOKYMEHTOB U CTPYKTYPbI TEKCTOB.

4.3. dopmyisip YIPaBICHYECKOTO
noxkymenTa XX-XXI BB.

Bomnpocel 10KyMEHTHpPOBaHHUSI, COCTABICHHS
1 oopMIICHUS JOKYMEHTOB B 3aKOHOIATEIHHBIX W
HOPMATUBHBIX aKTax. YHH(HKAIUSI JTOKYMEHTOB.
BuytpuBugoBas yHUDUKAIHS. PazButune

YHI/I(bI/IKaI_II/II/I n CTaHJapTu3alnuun  OOKYMCHTOB.
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['ocynapcTBeHHbIE CTaHAAPTHI HA  JOKYMEHTHI.
Oco0eHHOCTH OpraHHU3alMOHHO-PACTIOPAAUTEIbHBIX
JIOKYMEHTOB. Iroct P 7.0.97-2016
«OpraHu3anMOHHO-pacHOpPSIAUTENbHAS
MoKyMeHTanusi. TpeOoBaHuS K  OQOPMIICHHIO
JIOKYMEHTOBY. PexkBU3UTHI JIOKYMEHTOB,
nepeuucisemsle B «[IpaBunax aenonpousBoacTBa B
denepanbHbIX OpraHax MCHOJHUTENBHOMN BIACTU» U
“MeToNYecKuX pPEKOMEHJAIMs 10 pa3paboTke
MHCTPYKLHUH 10 JEJONPOU3BOACTBY B (perepanibHbIX
OpraHax UCIHOJIHUTEIbHOU BIACTH .

bnank noxymenra. Buasl OnankoB. Cocrtas
OllaHka, MOPSAJOK pACIOJIOKEHUS PEKBU3UTOB B
Onmanke. brmaHkM C yrI0BBIM H  HPOJOJIBHBIM
pAacCIIOI0KEHUEM PEKBU3UTOB. [IpaBuna
KOHCTPYUPOBAHHUS OyaHKa. bianku c
M300paKEHHEM TOCYJapCTBEHHOTO repbda U repda
cyOBekTa deaeparuu.

ABTop nokymeHnTa. llopsimox o0o3Ha4YeHHUs
HAaUMEHOBAHMS OpraHMU3alMH-aBTOpa JOKyMEHTA.
CnpaBouHble JaHHbIE 00 aBTOpe, HX COCTaB,
pasmelnieHue Ha  OysiaHke.  ABTOpPBl  JIMYHBIX
nokyMeHToB. [loammch, mneuyaTp Kak HpPU3HAKU
aBTOpa.

Bun nmokymenrta, ero pasButhe. Bugbl
JTOKYMEHTOB, OIpeessieMble 3aKOHOAATEIbHBIMU U
HOPMAaTUBHBIMU akTaMu. CBSA3b BUJOB JOKYMEHTOB
U (QyHKOMi  ynpaBieHMsA.  YKa3aHME ~— BUJA
JIOKYMEHTa, €ro MECTO U Ha3HayeHHe B GopMyiisipe
JIOKYMEHTa. 3aBUCUMOCTH ()OPMBI IOKyMEHTa OT €T0
BUJIA.

O603HaueHue ajpecara. [IpaBuiia
HaIMCaHMsl aJipecata U MECTO yKa3aHMs aJpecara B

dopmynsape  mokymeHTta.  OtpaxkeHue  cdepsl
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NeiCcTBUS JTIOKyMeHTa B ero anpecare. [lopsgox
odopmiIeHHS JOKYMEHTa c HECKOJIbKUMU
aapecatamu. [lopsnok oQoOpMICHHS TIOYTOBOTO
ajapeca.

Jlata nokymeHTa. 3HaueHUE JaTHPOBAHUS
TOKyMeHTa. ABTOpcKHE JaThl  (COCTaBIIEHUE,
MOJIITMCAHNUE), AAThl, OTHOCSIINECS K COJCPIKAHUIO.
Jatbl, xapakTepusylomme djeMeHTa (QopMyIsipa.
Hatsl 00paboTku JIOKYMEHTOB. [Mops ok
odopmieHus aar.

Cocras YAOCTOBEPEHUS JIOKYMEHTOB.
Hasnauenne nonanwcanus OOKyMeHTOB. IlpaBuiia
MOJMUCH  JOKYMEHTOB  Pa3jMYHBIX KaTeropuil.
Mecto moamucu B opmyrnspe  JOKYMEHTA.
OnexTpoHHas noanuch. OTMeTka 00 3JIEKTPOHHOU
TIOJIITHCH.

Ileyatn u ux HazHavenue. Bunanl medareil.
['ocynapcTBenHas repOoBas neyvarh.
3aKOHO/IATENbCTBO 00 U3TOTOBJICHUH u
MOJIb30BaHNN TIeUaTsAMU. [lopsiIok TpOCTaBICHUS
OTTHCKA MeYaTH Ha JOKyMEHTaX.

YTBepxkaenue  aAokymMeHTOB.  CrocoObl
yrBepxkaeHus. CoctaB  rpuda  yTBEpKICHUS,
MOPSAOK €ro opopMIICHHS, MECTO B (opmymsipe
JIOKYMEHTA.

CornacoBanue nokymeHTa. [lopsaok u BUIBI
coriacoBaHus. Busbl u Tpud corimacoBaHus, HUX
odopmienue, mecto B (hopMyIIsipe JOKyMEHTA.

OtrMmeTkn Ha JOKymeHTax. Mx poas B
MPOXOXJACHUU U HCIOJHEHUU JOKYMEHTa, MECTO B
dopmynsape  gokymenta. Ocoboe Ha3HaueHUE
PE30IIOINH (yxazaHus 1o UCTIOJTHEHUTO
JIOoKyMeHTa). TpeOoBaHWe K COACpXKAHUIO U

0(1)OpMJ'IeHI/IIO. OTMETKH O B3SITHHU JAOKYMCHTa Ha
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KOHTPOJIb, UCTIOTHEHUH IOKYMEHTa U JIp.

4.4. Texct OKyMEHTa

[lonsiTue  «TEKCT  JTIOKyYMEHTa» npu
Pa3IUYHbIX crocobax JIOKYMEHTUPOBAHUS.
Cuenapuidi moAroToBku gokyMeHTa. CojepikaHue
MPOCTHIX U CIOKHBIX TOKYMEHTOB.

[lopsaiox U3/I0XKEHHS TEKCTa JOKYMEHTA.
TpeboBanust 4ETKOCTH W SCHOCTH  TEKCTa
nokymeHrta. Jlormueckas — CTpyKTypa  TeKCTa.
B3aumocBsa3p comepxkanus v (GopMbl JOKYMEHTA.
®opmanuzanus TeKCTa JOKYMEHTA.

OnemeHTbl TeKkcTa. [loHATHE «3aroJIOBOK»
(HauMeHOBaHUE JIOKYMEHTA). Haznauenue
3arojioBKa, €ro Mecto B (opMyJsipe TOKyMEHTa
[IpunoxeHus K TEKCTY U MOPATIOK UX OPOPMIICHHS.

4.5. Yaudukanus TekcTa TOKyMeHTa

Yuudukanus [JOKyMEHTa KaK OJHO U3
HalpaBJIeHUN ero COBEPLICHCTBOBAHHU.
[Ipennoceuiku ynudukanuu. Meron yHU(UKALIUH.

YHudukanusi CTpyKTypbl TEKCTa. DIEMEHTHI
dbopmasmzaruu.  DopMaTU30BaHHBIA  XapakTep
TEKCTOB YYETHOM JOKyMEHTAaluH. YHUUKAIISL
SI3BIKOBBIX cpeicTB. DopMbl yHUPHUKAIIMN: TUTIOBOM,
TpadapeTHbIii TEKCTHI, TAONMUIIA, aHKETa, TPaUKH,

JAuarpaMMabl.

Pa3zoen 5

O0OKymenmayuu

Cucmemol

5.1. CkiagpiBaHuE CUCTEM JOKYMEHTAIUU

HOHSITI/IC «CUCTEMA I[OKYMGHTaI_[I/II/I».
HpI/ISHaKI/I CUCTCMBI )IOKYMGHTaIII/II/I. OCHOBaHI/ISI
KJIacCU(PUKAIUKA CUCTEM JIOKYMEHTAIIUH.

Ucropuueckas 00yCIIOBIEHHOCTh
dbopMUpOBaHUS CUCTEM JOKyMeHTanuu. CHUCTEMBI
JOKYMEHTAllUH  YUYPEKACHUNA JTOPEBOIIOLIMOHHOMN
Poccumn.

PazButue CHUCTEM AOKYMCHTaIUU Ha
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COBpeMEHHOM »dTare. KadecTBeHHbIE HM3MEHEHHUS
COCTaBa U COJCPKAHUS CUCTEM JIOKYMEHTAIIHUH.

locynapcTBeHHass cucreMa JOKYMEHTAIIHH.
OyHKITMOHAIBHBIE CHCTEMBI JTOKYMEHTAITIH,
BE/IOMCTBEHHBIE CHCTEMBI WIIN OTPACIIEBBIE CHCTEMBI
JOKYMEHTAIIUHN U UX B3aUMOCBS3b.

5.2. YHupuurpoBaHHbIE CUCTEMBI
JOKYMEHTAIU!

[TonsitTne  «yHuuIpoBaHHAsE  cuUcTeMa
JNOKyMeHTauun». Pa3paboTka yHU(PUUIHPOBAHHBIX
CHCTEM JIOKyMEHTAIIMX - HOBBIH 3Tal B YHU(PHUKAIIUN

N CTaHJapTU3alluu OJOKYMCHTOB. XapaKTepI/ICTI/IKa

YHU(PULIIPOBAHHBIX CUCTEM JOKYMECHTALUU.
I'ocynapcrBenHbIE CTaHJapThI Ha
yHU(UIIUPOBAHHEIE CUCTEMBI. OnpIT

MEXTYHAPOJIHOM CTaHIapPTU3AIUHN JOKYMEHTOB.

IIpoexTupoBanue yHU(PULIUPOBAHHBIX (HopM
JIOKYMEHTOB. Meron CoJlepKaTEeIIbHOU U
(dopmanpHON YHUDUKAITUH.

Peructpanus  yHuduuupoBaHHbIX  Gopm
ToKyMeHTOB. Ilopsimox BBeieHUs B JIE€MCTBHE
YHU(PUIUPOBAHHBIX (OPM TOKYMEHTOB. AJIbOOMBI
bopM yHHPHUIHPOBAHHBIX TOKYMEHTOB.

Pernamenranus cocTasa BHJIOB u
Pa3HOBUJHOCTEH  JOKYMEHTOB  ONpPEAEICHHOTO
KOMILJIEKCa 1O 3ajayaM yrpasieHus. Tabens Gopm

JIOKYMEHTOB.

Pazoen 6  Opzanuzayuonno-
pacnopaoumenvHole u
UHGOPMAYUOHHO-CRPABOUHbLE

O0OKyMeHnmul

YHudunupoBanHas cucreMa
OpPraHU3alUOHHO-PACHOPSIAUTEIbHOH
nokyMeHTauu. OCOOEHHOCTH CHCTEMBI, €€ COCTaB.

OpFaHI/I3aL[I/IOHHbIe JOKYMCHTHI.
[lonoxxeHns, ycTaBpl, pPETIAMEHTbI, WHCTPYKLUH,
npaBuia U Ap. TpeOoBaHMsS K MX COCTaBJIECHUIO U

0(OpPMIICHHIO.
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PacniopsimutenbHble JIOKYMEHTBI.
ITocranoBnenus, peuienus, IIPUKA3EIL,
pacnopsbkeHus, ykasaHus u Ap. llopsmoxk ux
cocTaBJIeHUS U 0(OPMIICHHUSI.

NudopmannoHHO-CIpaBOYHbIE  TOKYMEHTHI:
aKThl, CIIPaBKH, MAOKJAIHblE M OOBSICHUTEIIbHBIC
3aIlIMCKHU, NHUCbMaA, TCICIPaMMBI, TGJ’IG(bOHOI‘paMMBI.
Wx cocraBienne u ohopmIiieHHE.

OcoOenHoct  oOpMIICHUS JESATEIBHOCTH

KOJUICTUAJIBHBIX OPTaHOB.

Pazoen 7 Coeepuwencmeosanue

00Kymenmauuonubtx npovyeccoe

7.1. PernamenTanus IPOLIECCOB
JIOKyMEHTOOOPa30BaHUS

HeobxonuMocTh perynupoBaHus Ipolecca
JTIOKYMEHTOOOpa3oBaHus. BeIsICHEHUE U yCTpaHEHUE
MPUYMH HEOINPABIAaHHOTO BO3PACTAHUS BUOBOTO
pa3HoOoOpa3usi M KOJWYECTBa  JOKYMEHTOB.
YcTaHoBneHHEe 000CHOBAHHBIX KPUTEPHEB CO3AAHUS
JIOKYMEHTOB. ®dakTopsl, ONpeETAI0IINe
HEOOXOAMMBIM KOMILJIEKC AOKYMEHTOB. Tumnuzamus
dopm  nmokymMeHTOB.  Pa3paGoTka  Hay4HBIX
KOHIENINI MexoTpacieBoi yHUPuKauuu GHopm

YHOPaBJICHUYCCKUX HNOKYMCHTOB. CO3,Z[8.HI/Ie 0aHKOB

JTAHHBIX.

[IpaBoBoe peryiupoBaHue nporecca
JIOKYMEHTOOOPa30BaHMUs. dopmbl IPaBOBOTO
peryJIupoBaHMUs.

7.2. HMcnonp30BaHUE HOBBIX TEXHOJIOIHMH B
JIOKyMEHTHPOBAaHUHT

BnusiHue — BHeApeHUS — BBIUMUCIUTEIIBHOM
TEXHHKHU Ha 00pa3oBaHue TOKYMEHTOB. [IOKyMEHT B
anektpoHHoi  ¢opme.  [IpobGrema  mpaBoBOTO
pexuMa JIOKYMEHTa, CO3/IaHHOTO B JJIEKTPOHHOU
dopme. OCOOEHHOCTH COTJIACOBaHUS U TIOJITUCAHMS

QJICKTPOHHBIX JOKYMCHTOB.
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OcobeHHOoCcTH  co3maHusit W OGOpMIICHUS
JOKYMEHTOB Ha KOMIIBIOTEpE: UCIOJb30BaHuEe 0a3
JaHHBbIX, CO3JaHucC IHa6JIOHOB, TEKCTOBBIC
PEIAaKTOPBI, CIIOBapH, IPOBEpKa TPAMOTHOCTH U
opdorpaduu. CoBpeMeHHOE POTrPaMMHOE
obecrievyeHue.

PaszButne cucrtembl mepemauu WHGOpMAIUN
Bo3moxxHOCTH ~ 0G€3I0KyMEHTHOTO obmeHa

uHbopMaluel B yIIpaBICHUH.

Pazoen 8. Hayuno-ucmopuueckasn
U npakmuyeckas  YEeHHOCHb

00Kymenma

[onsTus: «LIEHHOCTH JIOKYMEHTa,
«3KCIepTU3a LEHHOCTUY. Bo3HukHOBEHUE
sKcrepTu3bl. BripaboTka MPUHIMIIOB U KPUTEPHUEB
OLICHKU LIEHHOCTHU JOKYMEHTOB.

Bremmnss u BHYTPEHHSIA KpUTHKA
JIOKYMEHTOB. AHallu3 aBTOPCTBAa, BPEMEHHU, MeECTa

BO3HUKHOBCHHWHN OOKYMCHTA. Awnanmus COACpIKaHUA

JIOKYMEHTA. JloCTOBEPHOCTH u LIEHHOCTh
JIOKyMEHTA.

JIOKyMEHTBI c MTOBTOPSFOLIEHCS
uHpopManuei. Bunst IIOBTOPSAEMOCTH:

NyOJIETHOCTb, — MOIJIOUIEHHOCTh, CYMMHPOBaHHE,
BapHaHTHOCTb, pedepupoBaHue. OO6mue
3aKOHOMEPHOCTH, OIPEAETSAIONINE BO3HUKHOBEHUE
JIOKYMEHTOB C IOBTOPSIOLIEHCS HHPOpMAIUEi.
3HAYMMOCTb SIBJICHUH, COOBITHH, (DaKTOB B
NIEPBUYHBIX " BTOPUYHBIX JOKYMEHTaXx,
COOTBETCTBHUE COJIEpKalleicsi B HUX WH(pOpMAIUU
OCHOBHBIM WJIM  BCIIOMOTAaTEJIbHBIM  (PYHKLIUAM
YUPEKIACHUS. IOpunuueckas cuia TUX
JIOKYMEHTOB. Xapaxrep IIOBTOPSIEMOCTH,
NEPUOANYHOCTh 00pa30BaHUs JOKYMEHTOB.
Br16opouHas oleHka JOKYMEHTOB.
CrnenuanpHble KPUTEPUU OLEHKH HAy4dHO-

texHnueckoi gokymentanuu (HT). W3yuenue
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BHYTPCHHETO COCTaBa JOKyMEHTa MO TpoliemMam
(rtemaM) u wmonensiM (KOHCTPYKIUSM) 3HadeHUE
HAYYHO-TEXHUYCCKOU WJIeH. 3HAYUMOCTh OOBEKTa
JUISE DKOHOMHKH. YHHKAJIbHOCTh COOPYKEHHS WM
KOHCTPYKIIUH.

Kputepuu [IEHHOCTH
KHHO(POTO(HOHOJOKYMEHTOB. OCOOCHHOCTH OILIEHKH

MAalIMHOYHUTACMBIX JOKYMCHTOB.

Pa3zoen 9. Komnnexcot

00KyMeHmo8

Ilonstue «KOMIIJIEKCa JOKYMCHTOB).

HepBI/I‘-IHBIe KOMIIJICKCBI TCKCTOBBIX HOKYMCHTOB U

UX  BUJBL KoMriekchl  TEXHHUYECKUX |
KMHO(POTOIOKYMEHTOB.
CnoxHble KOMILJIEKCBI. [TonsiTus

«JIOKYMEHTAJBHBI» W  «apXWBHBII»  (HOHIBL
Kommiekcsr JIOKYMEHTOB YUPEKIACHUH,
OpraHM3alMii M CTPYKTYPHBIX IOJpPa3AcICHUM.
JInynsie boHbI. ITonsaTne «KOJIIIEKLIS»

JOKYMCHTOB. ITonsarue «apXuB».

4. O0pa3oBaTe/ibHbIE TEXHOJIOTHH

Oo0pa3oBaTte/ibHbIE TEXHOJIOTHHI

No/Ne | HammeHoBaHMe pasiena Buaer yueOHbIX | OOpa3oBaTenbHBIE TEXHOIOTHH
3aHATUN
1 [Ipeamer, conepxanue, | Jexyus 1-2. Beoonas nexyus
3aJaud Kypca
CamocmoamenvHas
paboma
Tloozomoska k nexyuu
2 Wcrtounuku u nurteparypa no | Jlexyusa 3-4 Jlexyus-euzyarusayus ¢ npumeHeHuem
Kypcy caatio-npoekmopa
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Camocmosamenvhas
paboma —

Tloozomoska x nexyuu:

MOHUMOPUHS 3AKOHOO0AMENbHbIX u
HopMamueﬂo—MemoduquKux
UCMOYHUKOB NOo OOKyMeH}’I’IOGe()eHMIO c
UCNOJb306AHUEM NPABOBBLLX baz ()aHHle,'

usyueHue O0OKYMEHMOBeOHeCKOU
VUeOHOU U HAYUHOU TUMepamypbl

HokymeHT, ero ¢yHkuuy, | Jlexyus 5-6 Jlexyusa-euzyanuzayus ¢ npuMeHeHuem
MTOHSITHS JIOKYMEHT u caatio-npoekmopa
nH(pOopMAaIUsL
Juckyccus
Jlabopamopnoe
sauamue 1
Camocmosmenvrasn | Iloocomoexa K 1ab0pamopHoMmy
paboma 3AHAMUIO
Crioco0bl Jlexyus 7-8 Ipobremnas nexyus
JOKYMEHTUPOBAHUS 51
MaTE€pUAIbHBIE HOCHUTEIU
UHpOpMALUH Jlabopamophoe Jluckyccus
3auamue - 2
CamocmosmenvHas
Hoozomoska K 1abopamopHomy
paboma
3aHAMUIO
[Mpuznaku JoKyMeHTa: | Jlexyus 9 Ananumuueckas nekyus
OPUTHHAJIBHOCTB,

OJJIMHHOCTD, KOIMHHOCTh

Camocmosmenvuas
paboma -

ITloozomoska k nexyuu

dopmynsip JOKYMEHTa H
€ro  COCTaBHBIC  YaCTH.
Uctopus pa3BUTHUS
dbopmyrsipa JOKYMEHTa:
16-17 Beka,

18 Bek,

19 Bek,

20 Bek

Jexyus 10-14

Jlabopamopnoe
sanamue — 3-6

Camocmosmenvrast
paboma -

Jexyus ¢ pasbopom

cumyayuil

KOHKpENIHbIX

Monumopune dokymenmog 17-20 exos

TToozomoska K
3aHAMUIO

1abopamopHoMy

Iloozomoska k 3auemy

@opMyJIsIp COBPEMEHHOTO
YIPaBIEHYECKOTO

AOKYMCHTA: mpaBujia

Jexyus 15

Jlexyus-euzyanuzayus ¢ npumeneHuem
caatio-npoekmopa
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o(opMIIeHUs] PEKBU3UTOB

Jlabopamopnoe
3anamue — 7-8

Camocmosamenvhas
paboma -

Monumopune — 3aKk0HOOamMENLHLIX U
HOPMAMUBHO-MEMOOUHECKUX AKMO8 NO
OOKYMEHMOBEOEHUIO C UCHOTIb308AHUEM
npasoeulx 6a3 OAHHBIX;

Ompabomka npaxmu4ecKux HaBbIKO8
ohopmaenus pexgusumog

Iloozomoska K 1ab0pamopHoMy

3AHAMUIO

8 Tpeboanmst «  Tekcry | Jlexyusa 16 -17 Jlexyus-euzyanuzayus ¢ npumerHeHuem
JIOKYMEHTAa, caaiio-npoexmopa
Yauduxanus TEKCTa
JTOKyMEHTa Camocmosmenvuas
paboma - ITlooecomoska x nexyuu
9 Cucremsr pokymeHntarmw, | Jlexyus 18-19 Jlexyus-euzyanuzayus ¢ npumerHeHuem
CKJIaIbIBAHNE CHUCTEM, caatio-npoekmopa
yHU(DUITUPOBAHHbIE
CHCTEMBI JIOKyMEHTAIINN
Tloozomosxka x nexyuu
Camocmosmenvuasn
paboma
10 Opranu3zanvoHHbIE, Jlexyus 20-23 Jlexkyusa-euzyanuzayus ¢ npuMeHeHuem
pacropsauTeabHbIe 51 cnaio-npoekmopa
UH(POPMAaIMOHHO-

CIIPaBOYHBIC JOKYMCHTBI

Jlabopamopnoe
sanamue 9 - 15

Hcnonvszosanue ketic-memooa

Camocmosmenvnas | [loocomoska Kk 1a6OpamopHomy
paboma 3aHAMUIO
11 CosepierctBoBanue | Jlexyus 24
JOKYMEHTAITHOHHBIX
IIpobremnas nexyus
mponeccos,
HCIIOJIb30BaHUE HOBBIX
MH(OPMALIMOHHBIX
TEXHOJIOT U1 B
AOKYyMCHTHPOBAaHHH Camocmosimenvnas | I[loocomoska k nexyuu

paboma
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12 Kommnekcot JIOKyMEHTOB; | Jlexyus 25 Ilpobnemnasn nexyus

Hayuno-ucropuueckas "

MpaKTHYecKas IIEHHOCTh

AOKYyMCHTa Jlabopamopnoe e | [locewenue apxuea, uzyuenue Ci0HCHbIX
sanamue 16 KOMNIEKCO8 HA NPAKMUKe
Camocmosmenvras | [loocomoska K aabopamopnomy
paboma 3AHAMUIO

Iloozomoska k sxK3ameHy

B mepuon BpeMEHHOTO NPHOCTAHOBICHUS MOCEHICHUS OOYYalOMIMMUCS TMOMEIICHUH W
tepputopun PITY nmns opranmzanuu y4eOHOTO mpolecca ¢ MPUMEHEHHEM JJIEKTPOHHOTO
06yquH;1 U OJUCTAaHIMOHHBIX 06pa3OBaTeJILHLIX TEXHOJIOTUH MOTYT 6BITL HUCITIOJIB30BAaHbI
cienyromue o0pa3zoBaTesibHbIe TEXHOJIOTHU:

— BHUAECO-JIEKIIUH;

— OHJIAIH-TIEKLIUU B PEKUME peajbHOr0 BPEMEHHU;

— JJICKTPOHHBLIC y‘-I€6HI/IKI/I, y‘{e6HLIe HOCO6I/ISI, HAaYUYHBIC U3JJaHUA B 3JICKTPOHHOM BUJIC U
JOCTYH K UHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM PECYpCaM;

— CUCTCMBI IJId 3JICKTPOHHOT'O TCCTUPOBAHUS

— KOHCYJIbTAIIMH C UCTIOJIb30BAHUEM TEJIEKOMMYHHUKAIIMOHHBIX CPEJCTB.

5. OneHka MUIaHUPYeEMBbIX pe3yJIbTAaTOB 00y4eHus!

5.1. CucreMa olleHUBAHUSA

Dopma KoHmpos Maxc. konuuecmeso bannos

3a oony pabomy Bcezo

Texywuti KOoHMpOb:

- onpoc 5 6annos 15 6annos
-bnuy -KonmpoavbHas paboma (memovt 2) 15 bannos 45 bannos
- KoHmpovLHas paboma (memvl 4) 15 bannos

- Oauy-KonmponvHas paboma (mema 6)
15 b6annos

- UM0208as1 KOHMPObHAs paboma (membl
1-6)

Ipomesxcymounas ammecmayus 40 bannos
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(3auem) (memot 1-6)

Umoeo 3a cemecmp 100 6annos

5 6annos 10 6annos
- onpoc

- Tecmuposanue (mema 7) 20 6annos 50 6annos

- KoumpovHas paboma (mema 9) 10 6annos

-UMo208as KOHMPONbHASL paboma

(memot 7-12)
20 6annos

Llpomeorcymounas ammecmayus 40 bannos 40 6annos

(ax3amer) (memot 1-12)

Hmoeo 3a cemecmp (Oucyuniun

P (Qucyunisy) 100 6annos

[TosrydeHHBIN COBOKYIHBIN pe3yibTaT KOHBEPTUPYETCS B TPAJIUILIMOHHYIO IIKATY OLIEHOK U B
miKany oueHok EBponeiickoil cucteMsl epeHoca 1 HakorieHus kpeautos (European Credit

Transfer System; nanee — ECTS) B cooTBeTCTBHM C TaOIUIIEH:

100-0anpHas

TpaguunoHHas mkana
IIKaja

lkama ECTS
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95 -100 A
OTJINYHO

83 -94 B

68 — 82 XOpOIIO 3a4TEHO C

56 -67 D
YAOBJIETBOPUTEIBHO

5055 E

20-49 FX
HEYJIOBIETBOPUTEIHHO HE 3a4TEHO

0-19 F
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5.2.KpuTepun BbICTaBJIEHHSI OLIEHKH MO TUCIHHUILUIAHE

Bananl/
HIkaJnaa
ECTS

OneHka no
TUCIHHUIIINHE

Kpurepuu oneHku pe3yjJbTaToB 00y4eHHs 110
AUCHUILINHE

100-83/
A.B

«OTIINYHOY/

«3aUTCHO
(oTruHO)»/

«3a4YTCHO»

BrictaBnsiercst oOydaromemycsi, €ciii OH r1y00KO U
IIPOYHO YCBOWJI TEOPETUYECKHUM U MMPAKTHYECKUI
MaTepuai, MOXKeT IPOJEMOHCTPUPOBATh 3TO HA 3aHITUIX
U B XOZIe IPOMEKYTOYHON aTTeCTalllu.

OOyuaromuiics HCUEPIIbIBAIOILE U JJOTHYECKH CTPOHHO
u3araeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPHIO C
IIPaKTUKOM, CIIpaBIISIETCA C PELIEHUEM 3a/ay
npo¢ecCHOHaTBFHON HANIPaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, TPABHJILHO 00OCHOBBIBACT IMIPHHATHIC
pelieHus.

CB0OOIHO OPHEHTUPYETCS B YUCOHOU U
npodeCCHOHATLHOM JITepaType.

OneHka 1o JUCHUIUIMHE BBICTABIIAIOTCS 00YYArOIEMYCs C
y4E€TOM PE3YJIbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTalUU.

Komnereniuu, 3akpennéHuble 3a JUCIUITTUHOMN,
c(hOpMHUPOBAHbI HA YPOBHE — «BBICOKHII».

82-68/

«XOpOIIO»/

«3aYTCHO
(xopor1o)y»/

«3a4YTCHO»

BricTaBnsiercs oOy4aromemMycsi, €CiIu OH 3HaeT
TEOPETHUYECKUHN U MPAKTUYECKUI MaTepHall, FPAMOTHO U 110
CYILIECTBY M3JIAraeT €ro Ha 3aHATUSAX U B XOJ€
MIPOMEKYTOYHON aTTECTAllNU, HE JOIYCKasl CyIIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiicss NpaBUIbHO MPUMEHSET TEOPETHUECKHUE
TIOJIOXKEHUS [IPU PELICHNUHN TPAKTUYECKUX 3a1a4
npoeCCHOHATLHON HANIPAaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/Ie€T HEOOXOIMMBIMH ISl TOTO HaBbIKAMH
U IpUEMaMU.

JlocTaTOuyHO XOpOIIO OPUEHTHUPYETCS B yUeOHOU U
po¢eCCUOHAIILHOM JINTEPaATypE.

OneHka 1o JUCHUIUIMHE BBICTABIIIOTCS 00YYaromeMycs C
y4E€TOM PE3yJIbTATOB TEKYILEH U TPOMEKYTOUHOU
aTTeCTaluu.

Komniereniuu, 3akperniéHnble 3a JUCUUTLITAHOM,
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Bauasl/ Ouenka no KpuTtepun onieHKku pe3yabTaToB 00y4eHHs 10
kana AMCUHMILINHE AUCHMILINHE
ECTS
c(OpMHUPOBAHBI HA YPOBHE — «XOPOIIHIiN.
67-50/ «YIIOBJIETBOPU- BrictaBnsiercst oOy4aromiemMycsi, €ciii OH 3HaeT Ha 6a30BOM
TEITBHOY/ YPOBHE TEOPETUYECKUI U MPAKTUUECKUI MaTepurall,
DE JOTTYCKAET OT/IeIbHBIE OITUOKHU TIPH €T0 U3JI0KEHUH Ha
(3ATTEHO 3aHATHUSAX U B XOJI€ POMEXKYTOYHOUN aTTECTAIINH.
(ynosnerBopu-
TEJBHO)»/ OOyyaronuiicst UCTIBITHIBACT OIpeIeIEHHbBIC 3aTPYAHCHUS
B IPUMEHEHUHU TEOPETUUECKUX MOJOKEHUN MTPU PEIICHUN
(GAATCHO? MPAKTUYECKHX 33724 Mpo(decCHOHaNbHOM HAIIPaBICHHOCTH
CTaHAAPTHOT'O YPOBHSI CII0KHOCTH, BIIAJICET
HEO0OXOTUMBIMHU JUIS STOTO 0Aa30BBIMH HAaBBIKAMU U
NpUEMaMHU.
JleMOHCTpHpYyEeT JOCTaTOUHBIM YpOBEHb 3HAHUS yUueOHOU
JUTEPATYPHI 110 AUCITUTUTHHE.
OrneHka no JUCIHUILTMHE BBICTABISIOTCS 00y4JaromeMycst ¢
y4E€TOM PE3yJbTATOB TEKYILEH U TPOMEKYTOUHOU
aTTeCTaluu.
Komniereniuu, 3aKkperniéHnble 3a JUCUUILTAHOM,
c(OpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBII).
49-0/ «HeyAoBIeTBOpuTe | BhicTaBnseTcs oOyyaroemMycs, eClid OH He 3HaeT Ha
JIBHOY/ 0a30BOM ypOBHE TEOPETUYECKUI U MPAKTUIECKUIN
FEX MaTepual, 0MmycKaeT rpyOble OHuOKH P €ro
HE 3a4TEHO

N3JI0KCHUU HA 3aHATUAX U B X04€ HpOMe)KYTO‘-IHOI\/'I
aTTeCTaluu.

OOyuaronuiicst HCIIBITHIBAET CEPhEIHBIE 3aTPYAHEHUS B
MPUMEHEHHH TEOPETUICCKUX TTOJIOKEHUH MTPH PeIICHUN
MPAaKTUYECKHX 33124 MPO(HeCCHOHAIBHOW HAIPABICHHOCTH
CTaH/IapPTHOTO YPOBHS CIIOKHOCTH, HE BIIJCET
HEOOXOMMBIMH JUIS 3TOTO HaBBIKAMH M ITPUEMaMHU.

JleMoHCTpHpYeT (pparMeHTapHble 3HAaHUs y4eOHOMH
JUTEPaATYpBl 110 TUCLUIUIMHE.

OneHka 1o JUCLUIUIMHE BBICTABIIAIOTCS 00YYArOIEMYCs C
y4E€TOM PE3yJIbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTalUN.
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Bauasl/ Ouenka no KpuTtepun onieHKku pe3yabTaToB 00y4eHHs 10
lkana AUCHUILINHE AUCHUILINHE
ECTS

KomrmereHiu Ha ypoBHE «JOCTaTOUHBIIY, 3aKPEIUIEHHBIE
3a TUCIUIUIMHOM, HE CPOPMUPOBAHEI.

5.3. OneHo4HbIe cpeacTBa (MaTepHAJIbI) IJIsl TEKYIIEero KOHTPOJIS yCIeBaeMOCTH,
NPOMEKYTOYHOM aTTeCTANMHU 00y4arOIMXCS 10 JUCIUIITIHHE

IlepeyeHb BOPOCOB K KOHTPOJIbHOI padoTe nmo teme 2.

1. Uem 3aHMMaeTcs Hay4dHasa JAUCHUIIIIMHA }_IOKyMeHTOBe)IeHI/IC?

C Kakumu HAayY4YHBIMU JUCHUIIJIMHAMU CBA3aHO ,Z[OKYMCHTOBC,Z[CHI/IG?

HazoBute 3aKOHOJATCIIbHBIC AKThI, PETYJIUPYIOIIUC BOIMIPOCHI JOKYMCHTUPOBAHUAA.
Hepe‘{I/ICJ'H/ITe HOPMATHUBHBIC ITPABOBBIC AKThI, PCTYJIUPYIOMINE BOIIPOCHI JOKYMCHTUPOBAHUS.

Jaiite XapakTepUCTUKYy HOPMaTUBHO-METOAUYECKUM JTOKYMEHTAM I10 JEJIONPOU3BOJICTBY.

A

Ha3zoBure yueHbIX, HCCIEIYIOUIUX BOIPOCH! TOKYMEHTOBEACHUSI.

Ilepeyensb BOonpocoB kK KOHTPOJIbHOI padoTe 1o Teme 4.

1. Kakwue BbI 3HaeTe criocoObl JOKYMEHTHUPOBAHHS?

2. IlepeuncnuTe 3TAIBl Pa3BUTHUS TEKCTOBOTO JOKYMEHTHPOBAHMS, CPABHUTE X MEXIy COOOH.

3. Pacckaxure 00 0cOOEHHOCTAX TEXHUYECKOTO JOKYMEHTHPOBAHHA.

4. B ueM 3aKII04aloTCs 0COOEHHOCTH KUHO, (hOTO ¥ (POHOJOKYMEHTUPOBAHMSA?

5. CpaBHUTE U3BECTHBIE BaM CIIOCOOBI JOKyMEHTUPOBAHHS MEXy COOOM, HA30BUTE UX
IIPEUMYIIECTBA U HEJOCTATKH.

6. JlaiiTe XapaKTepUCTHKY MaTepUAIbHBIM HOCHTENSAM HH()OpMAIIMU 1 CPAaBHUTE UX MEKIY

co0oi.

IIpuMepsbl 0JMI-KOHTPOJBHBIX Pa0OT 1O TemMe 6

Kakne o0pamenust 0b1J1M IPAHATHI B KOHKPETHBIN HCTOPHYEeCKUH epuoa?

(poBecTH CTpeNKH)

XIX Bek TOBapUILY
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CoBetckuil mepuoj NBany MBaHOBHUYy
90-e roasr XX Beka MuiiocTHBOMY rOCy1apio
CoBpeMEHHOCTh TOCIOINHY

Kakumu utoroBsiMu (ppazaMu 3aKaHINBAJIOCH CIIY:Ke0HOE MICHMO B KOHKPETHBI HCTOPHYECKH
nepuon?

(poBecTH CTpENKH)

XVI, XVII Bexa ¢ r1y0oyYaiinM MOYTeHUEM

XIX Bek C YBaK€HUEM

Cogetckuii nepuoa C KOMMYHUCTHYECKUM IIPUBETOM
CoBpeMEeHHOCTh apb rocynapb, cMuIIyics, MoxKanyi

Ilepeyennb BOPOCOB K HTOrOBOIi KOHTPOJILHOI padoTe Ne 1

1. JIoKyMeHT U ero MecTo B CHCTEME YIIPaBIICHUSI.

2. 3aKoHOAATEeJIbHBIC IPABOBBIE aKThl, PETJIAMEHTUPYIOIUE CO31aH1E U 0OpMIICHHE
JOKYMEHTOB.

3. HopmaTHBHO-METOAMYECKUE aKThI, ONPEASIIAIOIINE NOPAI0K CO31aHUs U 0)OPMIECHUS
JOKYMEHTOB.

4. JloxyMeHTOBeACHHUE KaK Hay4YHasi IUCIMIUIMHA U €€ CBA3b C JPYTUMH HayYHBIMU
JUCLIUTLTHHAMHU.

5. TlousTHe «MHPOPMAIUS» U €r0 pa3BUTHE.

6. IloHsATHE «IOKYMEHT» U €TO pa3BUTHUE.

7. Cesi3p UHPOPMAIMH U TOKYMEHTA.

8. OO6muue u yacTHbIe QYHKINH JOKYMEHTA.

9. Croco0sI JOKYMEHTHPOBAHHUS U HX Pa3BHUTHE.

10.TekcToBOE TOKYMEHTHPOBAHKE U DTAIBI €T0 PA3BUTHS.
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11.ITukrorpammel. [IpumeneHne THKTOrpauIecKOro MUChMa CErOHs.
12.JIororpamMmel. Mcnoiap30BaHuE JOrOrpaMM CETOIHS.

13. Texuuueckoe TOKyMEHTHUPOBaHUE. BUIbl KOMILIEKCOB TEXHUYECKOU JOKYMEHTALIMH.
14.®oronoxkymentuposanue. [losiBnenne, pa3Butue, NpUMEHEHNE.
15.Kunonoxymentupoanue. [losBiaenue, pazsurue. Buneozanuce.
16.®ononokymenTupoBanue. [losBnenue, pazButue, IpUMEHEHUE.
17.Matepuan s AOKyMeHTHpoBaHus. Ero passutue.

18.[TopnmuuHMKY 1 Konuu. Bus! konuii. [lopsaok ynocroBepeHnit KOMUH.
19.®opmynsip nokymenTa. Tunosoit Gopmyisp, popmynsp-odpaser.
20.PazButre ¢popmymspa qokymenta B XVI-XVII BB.

21.®opmynsp noxkymenta X VIII B.

22.DopmyIisp TEKCTOBOTO MoKyMeHTa XIX- Hagama XX BB.

O0pa3ubl TecTOB 110 TeMe 7
Bompoc 1
Bu3a ourmansHOro 10KyMeHTa 3TO:

A) PCKBU3UT JOKYMCHTA, Bmpaxca}omnﬁ corjiacue€ Ui HecorjiaCus JOJPKHOCTHOT'O JIMIa C

COACPIKAHUEM JOKYMCHTA

B) HaAIMUCh HA JOKYMEHTE, CACJIaHHAA JOJDKHOCTHBIM JIMIIOM U COACpKaIlasa NMpuHATOC UM

peleHue

B) noAnruCaHrue JOKYMCEHTA €0 COCTABUTCIICEM

Bomnpoc 2

Busbl mpocraBisroTes:

A) pabOTHHKOM, NI€YaTaBIINM JOKYMEHT
B) pabotHuKamMu cBoel opraHu3aluu

B) paGoTHuKaMu ApyTUX opraHu3alui

Bompoc 3

B kakue peKBU3UTHI JOKYMEHTA JIaTa BXOIUT KaK COCTaBHAS 9acTh?
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a) rpud yTBepKICHUS B) TIOZIHCH
0) BU3a CcOTIacoBaHUs T) PE30JIIOIUS
Bompoc 4

OO0muit O1aHK TOKYMEHTa BKJIIOYAET B ce0s1 CIEAYIOINE PEKBU3UTHI:

A) I/I306pa)I(CHI/Ie rep6a, 3M6J'ICMBI, MECTO UI pa3sMEIICHUS Ha3BaHUS BUAA JOKYMEHTA, MECTO

AJIsL AaThl U HOMEpa JOKYMEHTA, MECTO COCTABJICHUS

B) uzo0paxxenue repba, 3MOJIeMbl, HAMMEHOBAHHE OPTaHU3AIMU aBTOPA, MECTO JJIsl pa3MEIICHHUS

Ha3BaHUA BUJa JOKYMCHTA, MECTO IJIS AaThl U HOMEpPa JOKYMCHTA, MECTO COCTAaBJICHHUA

B) m3o6pakenne repOa, 3MOIeMbI, HANMEHOBAHHE OPTAHU3AITHN aBTOPA, MECTO JUTSI pa3MEIICHUS
Ha3BaHUs BUJA JOKYMEHTA, CIIPABOYHBIC JJaHHbIE 00 OPraHU3aIid, MECTO JUIS JaThl © HOMEpa

JOKYME€HTA, MECTO COCTABJICHUSA

Bomnpoc 5
Kakue u3 nepeuncieHHbIX JOKyMEHTOB TPeOYyIOT YTBEPKACHU?
A) yctaB b) mratHoe pacniucanne B) npukaszel

I') noxknagnbie 3amucku J1) JOIDKHOCTHBIE WHCTPYKITHH

Bormpoc 6
TunoBoi GopMyIIsp MPUKa3a COACPIKUT CICAYIONINE PEKBUBUTHI:

A) rep0 (3M0OneMy), HaMMEHOBaHHE OPTaHU3alMU-aBTOPa, CIIPABOYHbIC JaHHBIE 00 OpraHU3alty,
HarMEHOBaHKE BU/Ia JIOKYMEHTa — IIPUKa3, 1aTy, HOMEpP, MECTO COCTABIICHNUS, 3ar0JIOBOK K TEKCTY, TEKCT,

IIOAITNCH, BU3bI COTJIACOBAaHHUA

B) rep6 (3mbnemy), HamMeHOBaHNE OpraHU3alMH-aBTOpa, HANMEHOBAaHHUE BH/IA IOKyMEHTA —

IIpuKas, 1aty, HOMEp, MCCTO COCTABJICHUS, 3aI'0OJIOBOK K TEKCTY, TCKCT, ITIOANKNCH, BU3bI COIJIaCOBAHUA

B) rep6 (3m0eMy), HaMMEHOBaHUE OPraHU3AIMHU-aBTOPa, HAMMEHOBAaHHE BU/A JOKYMEHTa —
NpUKa3, 1aTy, HOMEp, MECTO COCTaBIICHHS, 3aT0JIOBOK K TEKCTY, TEKCT, ITOJIIKCh, IeYaTh, BU3bI

corjiaCoBaHMs
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Bompoc 7

B ynpaBneHuecKo# NMpakTHKe IPUMEHSIOT CIeIyOIe BUAbI OJIAHKOB:
A) GimaHK mECbMa

B) Gmank KOHKpETHOTO BHJIA IOKYMEHTA

B) o6muit 6imank

M) 6imank hrzmyeckoro auma

Bormpoc 8

JlokyMeHTHpOBaHHE ITO:

A) Tiporiecc ABMXCHHSI TIOKYMEHTOB B OPTaHU3AIIN

b) zamucek nHpOpManny Ha pa3TMYHBIX HOCUTENSX MO YCTAaHOBJICHHBIM MTPaBHIIAM
B) cozmanue nokyMeHTOB

I') pabora ¢ mokyMeHTaMu

Bompoc 9
K opranuzannoHHBIM JIOKyMEHTaM OTHOCSITCS:

A) ycraBbl 0) mpaBuia B) aKThl T) IPHUKAa3bl ) HHCTPYKIHUU

Bompoc 10
I'epOoBoii mevaThio (MeYaThi0 OpPraHU3aINN) 3aBEPSIIOT:
A) rapanTHiiHBIC THCHMA 0) TPOTOKOJIBI 3aCETaHUA  B) TIPUKA3bI

I') moroBopsl 1) TPyAOBBIE KHUKKH

Bompoc 11

dopmysp AOKYMEHTA 3TO:
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A) Habop pexBr3nuTOB 0pUIINATBEHOIO MMCHMEHHOIO TOKYMEHTA, PACIIOIOKEHHBIX B

OIIPE/ICIEHHOM TIOCIIeIOBATEIbHOCTH
B) mopsiok 06paboTKH JOKYMEHTOB

B) MUHUMAaTBEHEL 351eMeHT 0hOpMIICHHS TOKYMEHTA

Bompoc 12
WndopMamoHHO-CIIPaBOYHBINA JOKYMEHT 3TO:

a) a) JlokymeHT, comeprxaniuii ”HGOPMAITHIO O (PaKTUISCKOM TOJIOXKESHHUHU JEJT, KOTOPBIH CITYKHT
OCHOBAHMEM JUJISl IPUHATHS PELICHUM

b) 6) JokyMeHT, OpraHu3yIOMHH paboTy yUpesKaeHUs

¢) B) JJokyMeHT, B KOTOpOM 3a()MKCHPOBAHBI PACTIOPSIKEHHUST PyKOBOJICTBA

d) 1) JJokymeHT, pUKCHUpPYIOIIUii NesITeNbHOCTh KOJIIETHAILHOTO OpraHa

Bompoc 13

Bnank ¢ u3o0paxenuneM rocyapcrsenHoro repoa Poccuiickoit denepaiui MOTyT HMETh:
a) JIroOas opranu3anms, 3aperucTpUpoBaHHas Ha TeppuUTOpUH Poccuiickoit denepanmm
0) Kommepueckas pupma, 3apeructpupoBanHas Ha tepputopun Poccuiickoii deneparuu

B) YupexneHus u opraHu3anuy, ykazanasie B Konctutynnonaom 3akone «O repbe Poccuiickoit

denepanun»
r) YupexxJIeH!s 1 OpraHn3ainny, ykazanaele B Koncturymm PO
Bompoc 14
K pexBu3uram, npuaaoIM JOKYMEHTY IOPUANYECKYIO 3HAYMMOCTh OTHOCSTCS !
a) repd P®
b) ormMeTka o mocTymiieHNH JOKYMEHTa
B) TTOJIHCH
T') aBTOP JIOKyMEHTa
IlepeuyeHb BONPOCOB K KOHTPOJILHOIT padoTe mo Teme 9

1. Yto Takoe yHH(UKALHS JOKYMEHTOB?

2. I[aflTe OIpeACJICHNUC CUCTECME JOKYMCHTAlUN
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3. Yro Takoe yHI/I(l)I/II_II/IpOBaHHLIe CHUCTCMbI JOKYMCHTAllUU, HA30BUTC UX.
4. Kakue BUIBI JOKYMCHTOB BXOJAT B COCTAB YHH(l)HHHPOBaHHOﬁ CHUCTCMbI OPraHU3alluOHHO-

paCHOpSI,[[HTCJILHOﬁ JAOKYMCHTAIHU.

Ilepeyennb BOPOCOB K HTOT0BOIl KOHTPOJILHOI padoTe Ne 2

1 TlousTHa «yHHDUKAIMS» W «CTAaHIAPTHU3AIMSD) JTOKYMEHTOB.

2 Pa3BuTHe yHH(HUKAIMH U CTaHIApTH3AIUHN TOKyMeHTOB Bo I momoBune XX B.

3 TOCT P 7.0.97-2016. Ero conepkanwe, 3Ha4CHNE.

4 TpeboBaHM K KOHCTPYHPOBAHHIO OJIaHKOB. Bubl 671aHKOB. biianku npeanpusTiii
Pa3TUIHBIX POPM COOCTBEHHOCTH.

5 PekBU3UT «HaMEHOBaHHE OPraHU3AINA-aBTOPA JOKYMEHTa», TpeOOBaHUS K HEMY.

6 PekBU3UT «CIpaBOYHBIEC JaHHBIE 00 OPTraHU3AIMH-aBTOPE IOKYMEHTa, €r0 COCTaB.

7 PekBU3UT «aapecary», ero 3HaYeHHE U COBPEMEHHBIe TpeOOBaHUS K 0OPMIICHHIO.

8 Hlatel. TpeOoBaHuUs K X OPOPMIICHUIO; aTa KaK COCTABHAS YaCTh IPYTHX PEKBU3UTOB.

9 PexBU3UT «pErUCTPALIMOHHBIA HOMEP TOKYMEHTa, €T0 3HAUCHHE.

10 PexBU3MT «cChlIKa Ha PErUCTPALIMOHHBIM HOMEP M JaTy JOKYMEHTa», KOTrJia U T1Ie OH
MIPOCTABIISIETCA.

11 INopsimok cornacoBaHusi JOKYMEHTOB U 0(OPMIICHHSI BHYTPEHHETO M BHEIIHETO COTJIACOBAHMS

12 IMopsinok yTBEpKACHUS TOKYMEHTOB, BU/IbI yTBEPKACHHUSL.

13 Tlopsimok moamucaHusi JOKYMEHTOB.

14 TleuaTh Kak PpeKBH3HT JOKYMeHTa. Ha KaKux JOKyMEHTax MpOCTaBIsIeTCsl repOoBasi mevars.

15 CocraB ynocroBepeHus JOKyMeHTOB. [IpaBuia oQopMIIeHUS] pEKBU3UTOB, YAOCTOBEPSIOIINX
JIOKYMEHT.

16 OTMeTKHU Ha JOKYMEHTE, UX 3HaYeHHE U 0(hOpMIICHHE.

17 Pe3omrorust. E€ 3Hauenue. TpeboBaHus, MpeabABIsieMbIe K PE3OTIOIHH.

18 PexBU3UT «OTMETKA 00 MCIIOJIHUTEIIE), €r0 3HAUCHHE.

19 PekBU3UTHI, MPUIAIOIIUE JOKYMEHTY IOPUINYECKYIO 3HAUUMOCTb.

20 YHudwukaus TeKcTa JOKyMeHTa.

21 TpadapeTHbie TeKcTE. MeToauKa pa3paboTKy.

22 CnocoOsl TIpeicTaBiIeHus] YHU(DUITUPOBAHHBIX TEKCTOB (AaHKETHI, TAOIHIIBI, TpadapeTHble
TEKCTHI).

23 O6uiue TpeboBaHUs K TEKCTY JOKYMEHTA.

24 ANroput™M MOATOTOBKHU JOKYMEHTA.

25 DneMeHTHI TeKCTa: 3ar0JIOBOK, TIPUIIOKEHHS, TPEOOBAaHUS K HUM.

26 JIuHTBHCTHYECKHE 0COOCHHOCTH TEKCTOB CITy>KEOHBIX JOKYMEHTOB.

27 IoHsATHE «CUCTEMBI JOKYMEHTALIUI», PA3BUTHE CHCTEM.

28 INousTHE «yHU(PUIMPOBAHHBIE CUCTEMBI JOKYMEHTALIUNY.
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29 Haznauenue, onpeaenenue u cocra Y COP/I.

30 TpeOoBaHUS K COCTABICHHUIO U OPOPMIIEHUIO OPTaHU3AIMOHHBIX JTOKYMEHTOB.
31 TpeOoBaHUs K COCTABICHHUIO U OPOPMIICHHUIO PACTIOPSAUTEIBHBIX JOKYMEHTOB.
32 TpeOoBaHUs K COCTABICHHUIO U OPOPMIICHHUIO IIPUKA30B.

33 TpeOoBaHUs K COCTABICHHIO U O(POPMIICHUIO OOBSICHUTEIBHBIX U TOKJIATHBIX 3aITACOK

(BHEIIHUX U BHYTPEHHUX).

34 TpebOoBaHuUs K COCTABICHUIO H O(OPMIICHUIO CITPAaBOK (BUABI CIIPABOK, CIPABKK BHEITHHE

BHYTpPEHHHE).

35 TpeboBaHuUs K COCTABICHUIO U O()OPMIICHUIO aKTa.

36 TpeOoBaHUs K COCTABICHHUIO U OPOPMIICHHUIO CITY>KEOHOT0 MMChbMa. Pa3HOBUIHOCTH TIHCEM.
37 TpeGoBaHUA K COCTABICHUIO U OPOPMIICHHUIO TEJIETPaMM.

38 OcobenHocty Gopmysisipa TejehOHOTPaMMBI.

39 AJTropuTM MOATOTOBKY M MPOBENIEHUS COBEIIaHus. JJOKyMEHTHI, CO3/1aBaeMbIe B TIpoIiecce

IIOATOTOBKH COBEIAHUA.

40 TpeboBaHMS K COCTABIICHUIO B 0(OPMIICHHUIO ITPOTOKOIA.

41 TloHATHE KOMIIJIEKCOB TOKYMEHTOB. [IepBUYHbIE KOMILIEKCHI TEKCTOBBIX JJOKYMEHTOB.
42 TloHATHS «IOKyMEHTAIBHBIN QOHI U «apXUBHBINA (GoHI. X pazmmune.

43 CnoxxHble KOMIUIEKCHl. BeTOMCTBEHHBIE apXUBBHI.

44 Cnoxuble KoMIUIeKchl. ['ocynapcTBeHHbIe apXuBBL. CeTh rOCyAapCTBEHHBIX apXUBOB.

45 Tlonsatus «(HOCHHOCTb AOKYMCHTAa», «OKCICPTU3a HECHHOCTU. BOSHI/IKHOBeHI/Ie, pa3BUTHUC

OKCIICPTUSBI.

00 N

46 TlpuHIMIIBI, KPUTEPUU SKCIIEPTU3BI HIEHHOCTH JOKYMEHTOB.

Hepeqeﬂb BOIIPOCOB K YCTHOMY 3K3aMEHY 110 BCEMY KYpPCY

o Ilepeuens 60npocoe 0na n0020MOGKU K IK3AMEHY HO OUCUUNTIUHE
“/lokymenmosedenue”
JIOKyMEHT M €r0 MECTO B CUCTEME YIIPaBIICHHUS.
3aKOHBI ¥ UHbIE HOPMATHUBHBIE MIPABOBBIE AKThI, pEriIaMEHTUPYIOIINE CO3JaHIe U
odopmIIeHHE TOKYMEHTOB.
HopmartuBHo-MeToAMYECKHE JOKYMEHTBI, OTIPEAEISIONINE MOPSII0K CO3AAHUS U
o opMIICHHS TOKYMEHTOB.
JlokyMeHTOBeIeHHEe KaK Hay4YHasi JUCIUIUIMHA U €€ CBS3b C IPYTUMH HayYHBIMU
JTUCIUTUTAHAMMU.
[TonsTne «uHbopManus» U €ro pa3BUTHUE.
[lonaTue «IOKyMEHT» U €r0 pa3BUTHE.
Cas13b uHGOpMAIIMU U IOKYMEHTA.
OO6u1re u yacTHbIe (PYHKIIUH JOKYMEHTA.
CrniocoObl TOKYMEHTUPOBAHUS U UX Pa3BUTHE.

10 TexcToBOE JOKYMEHTHUPOBAHUE U TAIIbl €r0 PA3BUTHS.
11. ITukrorpammsl. [Ipumenenne nukTorpaduIecKoOro MUcbMa CeroIHs.



12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

25.

26.

27.

28.
29.
30.
31.
32.
33.
34.

35.

36.
37.

38.
39.

40.
41.
42.
43.
44.

45.
46.
47.
48.

49.
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Jlororpammsl. Mcnionb3oBaHue 10rorpaMm CEroJiHs.

TexHnueckoe TOKyMEHTHUPOBAHUE. BUIbI KOMIUIIEKCOB TEXHUYECKOU IOKYMEHTALIUH.
®orogokymentupoBanue. [losBnenue, pa3BuTue, NpUMEHEHHE.
KunonoxkymentupoBanue. [losiBnenue, pazBurue, IpUMEHEHUE.
®onogokymMeHTupoBanue. [losBienue, pa3Butue, npUMEHEHUE.

Marepuan nius JOKyMeHTUpOBaHus. Ero passurue.

[Topnmuuuuky 1 konuu. Buasl konui. [opsgok yaocToBepeHrid KOMUH.

Dopmynsip nokymenta. TumoBoit popmynsip, hopmysip-oOpaserr.

PazButue popmynspa nokymenta B X VI-XVII Ba.

®opmysp nokymenra X VIII B.

dopmyisip TekcToBOro gokymenta XIX- nayana XX BB.

[MonsaTHS «yHHUPUKAIUD) U «CTAHIAPTU3AMMSD JOKYMEHTOB.

I'OCT P 7.0.97-2016. Ero coaepxanue, 3Ha4€HUE U BO3MOKHOCTH UCIIOJIb30BaHUS B
COBPEMEHHBIX OpraHMU3alHIX.

[IpaBuna nemonpon3BOACTBa B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMOyIpaBJieHus (CoAepXKaHUe, 3HAUEHUE U BOZMOXKHOCTH MCIOIb30BAHUS).
MeTtonuyeckue pekoMeHAalnuy o pa3paboTke MHCTPYKIUI 10 AeTONPOU3BOICTBY B B
rOCy/apCTBEHHBIX OpPraHax, opraHax MECTHOI'O CaMOYIIPaBJIEHUs (COAEepKaHUE,
3HaY€HUE U BO3MOKHOCTHU HCIIOIb30BAHMUS).

[IpumepHas HHCTPYKLUS 1O JEIONPOU3BOICTBY B FOCYIapCTBEHHBIX opranu3anusax 2018
r. (comeprkaHue, 3HAaYeHUE U BO3MOKHOCTH UCITOJIB30BAHUA).

CocraB pexkBu3uTOB O1aHKoB. Kitaccugukarus 61aHkoB.

PexBu3uT «HauMeHOBaHNE OpraHU3alMU-aBTOpa T0KyMEHTa», TpEOOBaHUs K HEMY.
PexBU3HT «cIipaBOYHbIE JaHHbIE 00 OPraHU3aIMH-aBTOPE JOKYMEHTa», €ro COCTAaB.
PexBusut «agpecar», ero 3Hau€HUE U COBPEMEHHbIE TPeOOBaHUS K O(OPMIICHHUIO.
Hatel. TpeboBanus k X 0(hOpPMIICHUIO; AaTa KaK COCTaBHAS YaCTh APYTUX PEKBU3UTOB.
PexBU3UT «perucTpallMOHHBI HOMEP JOKYMEHTA», €ro 3Ha4CHHUE.

PexBU3UT «cChlIKa HA PErUCTPALIMOHHBIN HOMEpP U AaTy JOKYMEHTa», KOrja U Ie OH
IIPOCTABIISIETCSL.

[opsinok coryiacoBaHus JOKyMEHTOB U O(hOpMIICHUSI BHYTPEHHETO U BHEIIHET O
COTJIaCOBaHUsA

[Topsaok yTBepKIaeHUsI JOKYMEHTOB, BUAbI YTBEPKICHUS.

[Topsimok moanmucanus JOKyMEHTOB. DJIEKTPOHHAS MOANUCh. OTMETKa 00 AJIEKTPOHHON
HOAIHUCH.

[TeyaTy Kak peKBU3UT NOKyMeHTa. Ha Kakux JOKyMeHTaX MpOCTaBiIsIeTCsl OTTUCK IeYaTH.
CocraB yniocroBepeHust JOKyMeHTOB. [IpaBuiia ohopmiieHus: peKBU3HUTOB,
YAOCTOBEPSIOIINANA TOKYMEHT.

OTMeTKH Ha TOKyMEHTe, UX 3HaueHue U ohopMIIeHHE.

Pesomtonus. E€ 3nauenue. TpeOoBaHus, NpeabABIsIEMbIe K PE30TIOLIH.

PexBHU3HUT «OTMETKA 00 MCTIOIIHUTENEY, €T0 3HAYCHHUE.

PexBu3uTHI, MpHUIaOLIUE TOKYMEHTY I0PUINYECKYIO 3HAUUMOCTb.

Yaudukanus tekcta qokyMeHTa. CrocoOsl pecTaBIeHUs YHU(DUITUPOBAHHBIX TEKCTOB
(aHkeTsl, TaOIUIBI, TpadapeTHBIE TEKCTHI).

OO0m1re TpeOoBaHUS K TEKCTAM YIPABICHYECKUX JOKYMEHTOB.

ANTOpPUTM MOATOTOBKU JOKYMEHTA PaclopsIUTEIbHOTO TOKYMEHTA.

DJeMEeHTHI TEKCTa: 3ar0JI0BOK, IPUIIOKEHHS, TPEOOBAHUS K HUM.

[TonsiTHE «CUCTEMBI TOKYMEHTALIMM», PA3BUTHE CUCTEM JIOKyMeHTauuu. [lonarue
«yHU(PHULIMPOBAHHBIE CUCTEMBI TIOKyMeHTauun». Haznauenue, onpenenenue u cocran
YHuuuupoBaHHON cUCTEMBI OpraHN3alMOHHO-PACTIOPATUTENLHOM TOKYMEHTALINH.
TpeboBaHMs K COCTABICHUIO U O()OPMIIEHUIO OPTaHU3ALMOHHBIX JJOKYMEHTOB
(nmosjoxeHue, ycTaB, UHCTPYKLUS, PETIIAMEHT, IITaATHOE PaCUCAHUE).
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50. TpeGoBaHus K COCTaBIECHUIO U ODOPMIICHUIO PACTIOPSIIUTENBHBIX JOKYMEHTOB (TIPUKa3,
pacnopsiKeHHe, pellieHue, IOCTaHOBJIEHUE, TIPOTOKOJI).

51. TpeGoBaHus K cOCTaBIEHUIO U O)OPMIICHUIO O0BSICHUTENBHBIX, JOKIAJAHBIX U
CITyKeOHBIX 3aITHCOK.

52. TpeGoBaHUs K COCTABICHUIO M O(DOPMIICHHIO CITPaBOK (BUIBI CIIPABOK).

53. TpeboBaHUs K COCTaBICHUIO U O(hOPMIICHUIO aKTOB.

54. TpeGoBaHus K cocTaBleHUIO U ohopmileHUIO cirykeOHoro nucbma. Knaccudukanus
CITy’K€OHBIX TTHCEM.

55. AropuT™M OATOTOBKH U MPOBEJICHUS COBellanus. JJOKyMEHThI, CO3/1aBacMbI€C B
IPOLIECCE NMOATOTOBKH COBELIAHMS.

56. TpeGoBaHUs K COCTABICHUIO 1 O(POPMIICHHUIO TPOTOKOJIA.

57. IloHsiTHE KOMILIEKCOB JOKYMEHTOB. [IepBHYHbBIE KOMIIIIEKCHI TEKCTOBBIX JIOKYMEHTOB.

58. CnoxHbIE KOMITIEKCHI JOKYMEHTOB. [IOHATHS «TOKyMEHTaIBHBIA (POHI» M «apXUBHBIN
¢bonay. X paznuuue.

59. Homenknartypa gen.

60. [Ipu3Haku 3aBeeHus Jie.

6. YueOHO-MeTOAMYeCKOEe M HH(POPMALMOHHOE 00ecneuyeHUue TUCIHILIMHBI

6.1. CnucoOk HCTOYHHUKOB M JINTEPATYypPbl

Oobs13aTe/ibHbIC HCTOYHUKH
denepanbHbI KOHCTHTYIMOHHBIN 3aK0H OT 25 nekadpst 2000 r. Ne 2-OK3 «O IocymapcTBeHHOM
repbe Poccuiickoit ®enepaumu» // [DneKTpoHHBIN pecypc]. — M., 2019. — Pexum nocrtymna:

http://www.consultant.ru/document/cons_doc LAW_29674/.

®enepanpHblii 3ak0H PO ot 27.07.2006 1. Nel49-d3 «O6 mHpopmanuy, HHOOPMALHOHHBIX
TEXHOJIOTHSX M 0 3amuTe nHdopmauum» // [DnekTpoHHbId pecypc]. — M., 2019. — Pexxum noctyna:

http://www.consultant.ru/document/cons_doc LAW_61798/.

@enepanbubiii 3akoH oT 06.04.2011 Ne 63-®3 “O6 »snexkTtpoHHOM mnoamucu” //
[DnexTpoHHbIi pecypc]. - M., 2019. - Pexum JOCTyTa:
http://www.consultant.ru/document/cons doc LAW_112701/.

Oenepanpabiii 3akoH 0T 01.06.2005 Ne53-03 «O rocymapcTBeHHOM si3bike Poccuiickoit
®enepaunn»  //  [OnektponHbli  pecypc]. — M., 2019. — Pexum poctyna:

http://www.consultant.ru/document/cons_doc LAW_53749/.

[lpaBuna enONpOM3BOACTBA B  T'OCYJApCTBEHHBIX OpraHax, oOpraHax MECTHOTO
camoymnpaniieHus, ytB. [Iprukazom Pocapxua ot 22.05.2019 Ne 71 // [DnexkTpoHHBIN pecypc]. — M.,

2021. — Pexxum npoctyma: http:// https://base.garant.ru/72291836/.



http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_53749/
http:// https://base.garant.ru/72291836/
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MeTtoanyeckie pPeKOMEHAANMU 10 pa3paboTKe MHCTPYKIMHA IO JIEJOTPOU3BOJCTBY B
TOCYAapCTBEHHBIX OpraHaX, OpraHax MECTHOTO CaMOYIpaBieHUs, yTB. [Ipukasom Pocapxusa or
24.12.2020 Ne 199 // [Onextponusii pecypc]. — M., 2021. — Pexum pgocrtyma: http:/
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHas UHCTPYKLHUSA MO JEIOMPOU3BOACTBY B TOCYJapCTBEHHBIX OpraHU3aIUsIX, YTB.
[Mpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexkrponnsiii pecypc]. — M., 2019. Pexum

noctyma: http://www.consultant.ru/document/cons_doc LAW_305137/.

I'oCT P 7.0.97-2016. Hammonanwsubiii ctanmapt Poccuiickoii @enepauun. Cucrema
CTaHAapTOB MO WH(pOpMaLMK, OHOIMOTEYHOMY M H3AATeNbCKOMY neny. OpraHu3zalnuoHHO-
pacnopsiauTeNnbHas TOKyMeHTanus. TpedoBaHus K 0POPMIICHHIO TOKYMEHTOB // [ DNEKTPOHHBIHA

pecypc]. — M., 2019. Pexxum moctyma:  http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P HMCO 15489-1-2019 HamumonansHbii ctanmapt Poccuiickoit ®deneparum.
Cuctema craniapToB 1o uHpopMaly, 6MOIMOTEUHOMY M M3AaTeNbekoMy neny. Mudopman3us
U JOKyMeHTauus. YupasieHue jgokymeHtamu. Yacte 1. Ilomstus w npuHounsl. //
[DnexTpoHHbIT pecypcl]. — M., 2021. Pexum JOCTYTIA:

http://www.consultant.ru/document/cons doc LAW 329486/ .

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE JieJ10. TepMHUHBI U ONpPEAEIeHUs.-
[DnexTpoHHbIT pecypcl]. — M., 2019. Pexum JOCTYTIA:

http://www.consultant.ru/document/cons doc LAW_163800/.

Jluteparypa

OcHoBHas

brikoBa T.A. JlokymeHTanimoHHOe oOecleueHrne YIpaBlIeHUs (JIeTOTMPOU3BOICTBO)
[2nexTpoHHEIH pecypc]; yuebHoe mocobue/ T.A. beikoBa, T.B. Ky3nerosa. -2-e¢ uza. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2024. -304 C. - Pexum JIOCTyTa:

https://znanium.ru/catalog/document?id=437674

I'moroBa C.A. BO3HUKHOBEHHE ¥ TEHIEHUUHM pa3BUTH  paCHOPSAAUTEIBHOU
nokymeHtaiun B Poccum B gopeBomonnoHHbli mepuon // Bectnuk PITY. 2014, Ne2.
[DnexTpoHHbII pecypc]. - M., 2019. — Pexum JOCTYyIIA:

https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=70.
JlBoenocoBa I'.A. CenekTuBHbIN 0TOOp MOHATUS «IOKyMeHT» // Bectnuk PITY. 2016.

Ne2. [DnexTpoHHbIH pecypcl]. — M., 2019. — Pexxum JOCTYTIA:
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik daizi%202(4)-16.pdf#page=71.



http://  http://www.consultant.ru/document/cons_doc_LAW_373895/.
http://  http://www.consultant.ru/document/cons_doc_LAW_373895/.
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
 http://www.consultant.ru/document/cons_doc_LAW_329486/ 
 http://www.consultant.ru/document/cons_doc_LAW_329486/ 
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://znanium.ru/catalog/document?id=437674
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
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HoxymenTtoBeaenue: Yueb. / OtB. pen. I0.M. Kykapuna; Ast. komn.: [C.A. I'moroBa,
I'.A. IBoenocoBa, A.}O. Konbskona, FO.M. Kykapuna, I1.A. Kronr, I".H. Jlanckoit, JI.P. [Tapuena,
C.0. Yapsaunena]. M.: PITY, 2024. 580 c.

Kykapuna IO.M. CoBpeMeHHblE OpraHW3alMOHHBIE U PEIJIAMEHTHBIE JOKYMEHTBI:
¢dbynkiuu u pasaoBugHocTd // Bectauk PITY. 2016. Ne2. [Dnekrponssiit pecype]. — M., 2019. —
Pexum JocTyna: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-

RGGU/Vestnik daizi%202(4)-16.pdf.

Kykapuna FO.M. CoctaB ynoctoBepeHHs] AOKYMEHTa: OT MPOLLIOr0 K HACTOALIEMY H
oynymemy// Bectauk PITY. 2014. No2. [OnexTponnsiii pecypc]. — M., 2019. — Pexxum gocrtyna:

https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128.

VYnpaBieHue JOKyMEHTaMU B COBPEMEHHOM OpraHu3aiuu: npakruieckoe mocooue/ C.A.
I'norora, E.B. Kapnpim, A.FO. KonbskoBa, FO.M. Kykapuna, I1.A. Kronr, JI.P. [1apuesa, JI.B.
Cepreesa, o obmei penakuueit JI.A. Banosoit. — M.: OO0 “1C-ITabnummnr”, 2024. — 684
c.

6.2. Ilepeuyenp pecypcoB HMH(POPMANHOHHO-TEJJEKOMMYHHKANMOHHON  CeTH
«uTepHeT»
lapant [OnexTpoHHBIN pecypc]. — DmekTpoH. maH. — M., cop. 2013. — Pexum mocryma:

http://www.garant.ru.

Koncynprant Ilmtoc [OnexTpoHHBIH pecypc]. — OnekTpoH. gaH. — M., cop. 2013. — Pexum

nmocryma: http://www.consultant.ru.

6.3 IIpogeccuonasibHbie 0a3bl JAHHBIX U HH(POPMAIIMOHHO-CIIPABOYHbIE CHCTEMbI
Hoctyn k npodeccuoHanbHbIM 0a3am gaHHbIX: https://liber.rsuh.ru/ru/bases

HHupopMalinoHHbIE CIIPABOYHbBIE CUCTEMBI:
1. Koncynsrant Ilmoc
2. Tapanr

7. MarepuajIbHO-TeXHMYECKOe o0ecnevyeHne TUCHUILINHBI

Jnst mpoBeneHust JIeKIui TpeOyeTcss ydeOHbIe ayIUTOPHH, OCHAIICHHBIC CIEIUaTIbHBIM
obopynoBanueM (MHKpO(GOHBI, MYJIbTHMEIUWHBIE CcpencTBa). [l ceMUHApCKUX 3aHATUN
HEOOXOAUMBI ayJUTOPUH, OOOpYIOBaHHBIE MOCKOW. [l TpoBeneHHUs MPOMEKYTOUHOM
aTTecTallid HYy>XHAa KOMIBIOTEpPHas TEXHHKAa C TMOAKIIYEHHEM K HH()OpPMAIMOHHO-
KOMMYHHKAITMOHHOW ceTH «VHTepHET» H JOCTynmoM B DJJIEKTPOHHYK HWH(OpMAIMOHHO-
oOpazoBarensuyto cpexy PITY (mpoBogHoe coenvHeHue WM OSCHPOBOJHOE COCIUHEHHE I10
texHojoruu Wi-Fi).

CocraB mporpaMMHOTO 00ECTICYCHHUS:
1. Windows


https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
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8. OOecneuenue o0pa3oBaTeJbHOIO TMpoulecca isi JHUI € OrPAHUYEHHBIMU
BO3MOKHOCTSAIMM 310POBbSI 1 HHBAJIU/IOB

B xozxe peanuzanuy AUCUMILIMHBI MCIIONB3YIOTCS CIEIYIOIINE TONOIHUTEIbHBIE METOIbI
00y4yeHHMsl, TEKYIIEro KOHTPOJIs YyCIIEBaeMOCTH U NIPOMEXYTOYHOH aTTecTaluy o0yJaromuxcs B
3aBUCUMOCTH OT UX UHIAUBUAYAIbHBIX OCOOEHHOCTE:

® Ul CJENbIX U CIA0OBUIAIUX: JIEKUUH O(GOPMIISIIOTCA B BHJIE 3JIEKTPOHHOI'O
JOKYMEHTa, JIOCTYIIHOTO C TIOMOIIBbIO KOMIBIOTEPA €O CIELHMAIU3UPOBAHHBIM
IPOrpaMMHBIM OO€CIIEUeHHEM; TUCbMEHHbIE 3aJIaHMsI BBIMOIHAIOTCS Ha KOMIIBIOTEPE CO
CHELMAIU3UPOBAHHBIM TMPOTPAMMHBIM 00€CIEUeHHEM MM MOTYT OBITh 3aMEHEHBI
YCTHBIM OTBETOM; 00€CIIEUNBACTCSI MHINBHIyaJIbHOE PABHOMEPHOE OCBEIIIEHUE HE MEHEe
300 mroKC; anA  BBINOJIHEHMSI 3aJaHUd  IPU  HEOOXOAMMOCTH MPEJOCTaBISAETCS
YBEJIMYMBAIOILIEE YCTPOMCTBO; BO3MOXHO TakXe MCIOJIb30BaHHE COOCTBEHHBIX
YBEJIMYMBAIOLINX YCTPOWCTB; MHCHMEHHbIE 3a7aHus O(QOPMIISIOTCS YBEIMYCHHBIM
MpUPTOM; SK3aMEH M 3a4€T MPOBOJATCS B YCTHOM (popMe WM BBINOJHSIOTCS B
NUCbMEHHOU (hopMe Ha KOMITBIOTEPE.

® Ul MIIyXUX W caaboCHblIaluUX: JEKIUH O(QOPMIISIOTCA B BHJE JIEKTPOHHOI'O
JOKYMEHTa, TH00 MpeI0oCTaBIseTCs 3BYKOYCHIMBAIONIAsl annapaTypa WHAWBUIYaIbHOTO
NI0JIb30BAHUS; TMHCHMEHHBIE 3a/laHUsl BBINOJHSIOTCA Ha KOMIBIOTEpE B IHCBMEHHOM
(dopme; sK3aMeH U 3a4€T MPOBOAATCS B MUCHbMEHHOU (pOopMe Ha KOMIIBIOTEpPE; BO3MOKHO
IpoBesieHUEe B (hOpME TECTUPOBAHHUS.

®is JMIl C HAPYUICHUSAMU OIOPHO-ABUTaTEeNbHOTO  ammapara: JIeKIHU
o(opMIISIOTCS B BUJIE 2JIEKTPOHHOIO AOKYMEHTA, JOCTYITHOIO C MOMOILBIO KOMIIBIOTEPA
CO CHEIHMATM3UPOBAHHBIM IPOrPaMMHBIM  OOECIIEYeHHEM; MUCbMEHHBIC 3aJaHHA
BBINOJIHAIOTCS. HA KOMITBIOTEPE CO CIELHATU3UPOBAaHHBIM IIPOrPAMMHBIM 00€CIIEUCHUEM;
9K3aMeH U 3a4€T NMPOBOJAATCS B YCTHOH (hopMe MM BBINOJIHAIOTCS B MMCbMEHHOM opme
Ha KOMIIbIOTEpE.

[Tpu HE0OXOAMMOCTH MPETYCMATPUBAETCS YBEIMYCHUE BPEMEHH IS ITOJITOTOBKH OTBETA.

[lponenypa  mpoBedeHMs  HPOMEKYTOUYHOM  aTTectauuu Uil OOy4aroIuxcs
YCTAHABIMBACTCS C Y4YETOM HMX HMHIUBUAYAIBHBIX TCUXO(U3UYECKHX OCOOEHHOCTEH.
[TpomeskyTouHas arTecTalus MOXKET IPOBOJUTHCS B HECKOJIBKO 3TAIIOB.

[Ipu mpoBeneHMM NpOLEAYPHI OLIEHUBAHHS PE3yJIbTATOB OOYYEHHUS IMpeLyCcMaTpUBaCTCS
UCIOJIb30BAHUE TEXHUYECKUX CPEICTB, HEOOXOAMMBIX B CBS3M C HWHAMBUAYAJIbHBIMU
0COOEHHOCTSIMH O00y4YaroIuxcsa. DTU CPeJICTBA MOTYT OBITh HPEJOCTaBIEHBl YHHUBEPCUTETOM,
WJIM MOTYT MCIIOJIb30BaThCsl COOCTBEHHbIE TEXHUUECKHE CPEICTBA.

[IpoBeneHne mpouenypsl OLIGHUBAHHMS  pe3yJdbTaTOB  OOY4YeHHs  JIOMYCKAeTCs C
UCIIOJIb30BaHUEM JIUCTAHIIMOHHBIX 00pa30BaTEIIbHBIX TEXHOIOTHA.

ObecneunBaeTcst AOCTYN K MH(POPMALMOHHBIM M OuOIMorpaduyeckuM pecypcam B CETH
WNuTtepner nns kaxaoro oOyuaromierocsi B (opMax, aJalnTUPOBAHHBIX K OTPAaHUYEHHUSM HX
3JI0pOBbsI U BOCIIPUATHUS MHPOPMALIUH:

® ISl CNENbIX M CIa0OBUIAIIMX: B MEYATHOM (QopMe YBETMYEHHBIM LIPUPTOM, B
(opMe 3IEeKTPOHHOTO JOKYMEHTa, B (popme ayauodaiina.

® ISl TIIyXUX M Ca0OCHBIIAIIMX: B MeyaTHOW ¢opme, B (HopMe 3JIEKTPOHHOTO
JIOKYMEHTA.

®is1 OOy4aromMxcsi C HapyIIEHUSMU OIOPHO-JABUIaTENbHOIO ammapara: B
neyaTHoOH Gopme, B popMe JIEKTPOHHOTO TIOKyMEHTa, B hopMme aynnodaiina.

Y4eOHble ayAUTOpHUH UIS BCEX BUAOB KOHTAKTHOM M CaMOCTOSITENILHON pabOThl, HAydHAas
OMOIMOTEKAa U WHBIE TIOMEIICHHsI IJisi OOYYEHHUs OCHAIICHBI CIEIUaIbHBIM O0OpYJOBaHUEM U
y4eOHBIMU MECTaMH C TEXHHYECKUMHU CPEJICTBAMHU O0yUCHHUS:



41

® Ul CIETbIX W CINa0OBUIAIMINX: YCTPOMCTBOM JJIsI CKaHUPOBAHUWSI U UTCHHS C
kamepoit SARA CE; mucrneem bpaiins PAC Mate 20; npunrepom bpaiinsg EmBraille
ViewPlus;

® Ui TAYXHX WU CIA0OCHBIIIAIKX: aBTOMAaTH3UPOBAHHBIM PA0OYMM MECTOM ISt
JIOJICH ¢ HapyIICHUEM CIyXa M CIa0OCIBIIIAIINX; aKyCTHUECKHH YCHIIUTENb U KOJIOHKH;

eis OO0y4aroIIuXcs C HapyIIEHUSIMH  OIOPHO-JBUTATEILHOTO  ammapara:
HEepeBIKHBIMH, PETYIHPYEMbIMH 3proHomudeckumu mapramu CU-1; KoMIbroTepHOM
TEXHUKOH CO CHEIHMATIBHBIM IPOrPAMMHBIM 00€CIICUeHUEM.

9. MeToguyeckue MaTepHaJbl

9.1. [Li1anbl 1a00PATOPHBIX 3aHATHIA

MeTOI[H‘IECKI/Ie YKa3aHud M0 OpraHu3ali U MpPpoOBEACHUIO ﬂaﬁopaToprlx 3aHSTHH.

Bri6op TemM mabopaTOpHBIX 3aHATHH OOYCIIOBICH OOIMMM cojepKaHHEeM Kypca W HaIleIeH Ha
yrIIyOJICHHOE U3YUYCHUE €T0 OTACIbHBIX Pa3zieiioB.

[enb 3aHATHIT — 3aKpeIiCHHE CTYJCHTAMK 3HAHUH TEOPETHUECKOr0 Kypca U MPHOOpeTeHHe HMHU
NPaKTUYECKUX HABBIKOB JOKYMEHTHPOBAHUS SSITETBHOCTH OPraHU3aIlid U MPEIIPUSTHI.

B cB#3U ¢ MOCTaBIEHHO 1ENBIO JIAOOPATOPHBIC 3aHATHS Pa30UThI HA TPH pas/iena;

1. Pa3BuTHE JOKyMEHTA U CKIIAJIbIBAHUE €ro POpPMYIIpa.

2. CocraBnenue u ohopMIICHHE OPraHU3ANUOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB.

3. CloXHBIE KOMIUIEKCHI JIOKYMEHTOB.

B pesynbrare BBINONHEHUS MPAKTUYSCKUX 3aHSATHH CTYACHTHI JIOJDKHBI 3HATH IOSBICHHE H
pa3BUTHE TEPMHHA <«JIOKYMEHT», B3aMMOCBS3b MMOHITHN «JOKYMEHT» W «uH(pOpManus»; (HOpMbl U
crocoObl (huKCcHpoBaHUs MH(OPMAIMU HA MaTEpUAIbHOM HOCHTEJC, COCTAB M Ha3HaueHUE (yHKIIHIA
JIOKYMEHTA; SBOJIIOLHUIO0 (OpMYJIsipa TEKCTOBOTO JOKYMEHTa B Pa3IMYHbIC UCTOPUUYECKUE TMEPHUOJIbI,
COBpEMEHHbBIE TPEOOBaHUS, MPEIbIBISIEMbIC K COCTABICHUIO U O(OPMIICHUIO CIIY)KEOHBIX IOKYMEHTOB;
YMETh COCTaBJIATh U OOPMIIATH OCHOBHBIC BHJIbI OpPraHU3aIl[MOHHO-PACIIOPSIUTEIBHBIX TOKYMEHTOB,

3aHATHA TPOBOIATCS C YyYEeTOM TPeOOBaHHUM, W3JIOKCHHBIX B 3aJaHUIX W Ha OCHOBE
IpeIaraéMbIX yIPaBICHYSCKUX CUTYaIHH.

3aHATHS MOTYT OBITh IPOBEACHBI KaK TPAJUIMOHHBIM CIIOCOOOM, TaK M Ha MNEPCOHAILHOM
KOMITBIOTEPE C HCIIOJIb30BAHUEM COBPEMEHHBIX TEKCTOBBIX PEJAKTOPOB U 10  CIHEIHAIBHO
pa3paboTaHHBIM METOMUECKIM yKA3aHUSIM.

IMoaroroBka K JIaOOPATOPHBIM 3aHATHIM MPEAYCMATPUBACT CAMOCTOSATEIHHYIO paObOTy CTYICHTOB
0 U3YUYCHHIO JICKIIMOHHOTO Kypca, HICTOYHUKOB ¥ JIUTEPATYPbI, PEKOMEHJOBAHHBIX K KQXKJIOMY 3aHSITHIO.

Ha xak oM 3aHSTHH MPOBOJUTCS ONPOC M KOJUICKTHBHAS Oece/ia Mo TeMe, pa3bsCHSIIOTCS LEU U
3amaun e€ u3ydeHus. Pe3ynbpTaTel CaMOCTOSATENBHO BHITIOJHEHHBIX 33/IaHUH MPEro1aBaTeib MPOBEpsieT B
KoHIle 3aHATHHA. [IpomyiieHHBIE 3aHATHS CTYACHTHI OTPadaThIBAIOT CAMOCTOATENBHO B J1abOpaTOpHH

JAOKYMCHTOBCACHNA, B KOTOpOﬁ BCACTCA yUCT 0Tpa6OTOK.
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IInanel 1a00paTOPHBIX 3aHATHH
Tema 1: JlokyMeHT H ero (PyHKIUH , TOHSATHA JOKYMEHT U HH(popManusa — 8 4yacos.
Henp 3aHATHA — aHaNW3 Pa3BUTHs MOHATHH «MH(OpMAUMsS» U «IOKYMEHT», OIpelciieHHe
(yHKUMH TOKYMEHTOB.
B pe3ynbTaTe BBINOJIHEHUS 3a1aHUI CTYIEHT 10JKEH:
uMems npedcmasiieHue O B3aUMOCBSI3U MOHATHH «MHPOPMALIUS» U «IOKYMEHT», Pa3BUTHH
IMOHATUA «OOKYMCEHT», pPa3BUTHUU Ccroco0oB JOKYMCHTHUPOBaHUA W HUX CBIA3M C MaTCpHaIbHBIMU
HOCUTEJSIMU HH(OpMAaIny;
YMeTb ONpeieisaTh GYHKIUN KOHKPETHOTO JOKYMEHTA.
3agaHus VIS CaMOCTOSITEIbHOI padoThI.
1.Ilpoananu3upoBaTh ynoTpeOJeHUE MOHATHS JTOKYMEHT U €ro CHHOHMMOB 10 «I'eHepanbHOMY
permamenty» 1720 1., «OO0meMy TyOepHCKOMY yupexkaeHuo» 1775 1., «O0meMy ydpekIeHHIO
muHUCTEpCTB» 1811 T.
2.IIpoananu3upoBaTh pa3BUTHE MOHATUS «IOKYMEHT)» TI0 CJIOBapsSM U CIEIHAIbHON IUTepaType.
3.Ilpoananu3upoBaTh pa3BUTHE TEPMUHA «MHPOPMALHS» MO ciIoBapsaM U PenepanbHOMY 3aKOHY
«O6 nHpopmanuy, THPOPMALIMOHHBIX TEXHOJIOTHSX U O 3aLIUTe HH()OpMALUN»
4. IIpoaHanu3upoBaTh pa3BUTHE TEPMUHA «IOKYMEHT» 110 FOCYJapCTBEHHBIM CTaHIAPTaM.
5.0npenenuts QyHKIUH CIEAYIOMNX JOKYMEHTOB!

- kynuas kabana Hukuter Kosnosa Ha xonona VMsana [1asnosa 23 mas 1494 roxa;

- pamopt renepai-npokypopa Cenarta M.1O. Tpy6Gerkoro ummneparpuiie Enuzasere [leTpoBHe 0

npuesze B [lerepOypr u3 Spocnasns tearpansHoit Tpynmbel O.I°. Bonkosa 3 despans 1752 rona;

- Hexper CHK «O npaBunax noamnvcanus AEHEXXHBIX OyMar, JOKyMEHTOB, OpPJepOB, OTHOLICHUH,

CIPaBOK U T.IL.» OT 12 nexadps 1921 r.;

- Ilocranonmenne BIHUK u CHK PCOCP «O mnopsake MOJb30BaHUS TMEYaTIMU C
rocynapctBeHHbIM repooM PCOCP» ot 15 nexabpsa 1936 r.;

- moctanoBienus LIK KIICC u Cosera muancrepcts CCCP «O Mepax 1o COBEpIIEHCTBOBAHUIO U
VICIICBICHUIO aIapaTa yrpasiaeHus» oT 13 oktsops 1969 r.;

- @3 “O06 nnpopmanny, THOOPMAITMOHHBIX TEXHOJIOTHSIX U O 3alIUTe WHPOpMAITHH .

6.IlpuBecTr npuMepsl JOKYMEHTOB, BBINOJIHSIOIINX CIEAYOIINE (YHKIUH:

- yIpaBIeHYEeCcKas;
- IpaBoOBas;
- colMajabHas;

- KyJIbTypHasi;
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- ICTOPHYECKOTO HCTOYHHKA;
- nHpOPMAaLIMOHHAS;
- y4era.

YKka3anus nmo BLIIOJHEHHUIO 3a/1aHHM.

1. V3yunTh 3aKOHOAATEIbHBIC AKTHl M BBHIMNHCATh BCTPEUAIONIMECS B HUX CHHOHUMBI MOHSITHS
«JIOKYMEHT». BBISBUTH 3HAUCHHE MOHITUN «JIEI0», «OyMara», «akT», «JIejloBas Oymaray, «CIyKeOHBIH
JIOKyMEHT», 1aTh UX OMNpEeleieHUe, eCIU OHO MPHUBEJACHO B MCTOYHUKAX. [IpoaHanu3mpoBath, B KaKHX

Cllydasx ynotpeOisieTcs Kax0e MOoHsTHE.

2. Ilo BeIMHWCKaM W3 CJIOBaped W CIENHAIBLHON JIMTEpaTyphl ONMPENETUTh, KaKWe AacIeKTHI -
nH()OPMAITMOHHBIN, TTPABOBOU, YIIPABICHIECKUN, HCTOPUIECKUHN - JIETITH B OCHOBY OTIPEIICIICHISI TIOHATHS

KOOKYMEHT».

3-4. U3 rocynapctBennbix ctanaaptoB: [OCT 16487-70 «lenonpou3BoICTBO U apXUBHOE JIENO.
Tepmunsl u onpeaenenus»; 'OCT 16487-83 u I'OCT P 51141-98 «/lenonpousBoJACTBO U apXHUBHOE
neno. Tepmunsl u onpeaenenusi»; [OCT P 7.0.8-2013 «/lenonpon3BoacTBO U apXuUBHOE Jes10. TepMUHBI
u ompenenerus»; 'OCT P MCO 15489-1-2007 VYmpaenenue nokymeHtamu. OOmmue TpeOoBaHMS;
®OenepansHoro 3akoHa «O0 WHGOpMaUK, HHPOPMAITUOHHBIX TEXHOJOTHAX M O 3alluTe WHPOPMAIHI)
or 27 wutons 2006 Nol49-®3 BeimucaTh ompeaereHus TEPMUHOB «HUH(GOPMAIUSI» H «JIOKYMEHT» H
YCTaHOBUTH, KaKHE ACMEKThl (HOCUTENH HH(POpPMAaNUH, criocoObl ee (GUKCHPOBAHUS, FOPHUINICCKas CHIIa

JIOKYMEHTA U Jp.) U QYHKIMH JOKYMEHTA 3aJI0KEHBI B 3TUX ONPEACIICHUSIX.

5. OHpeHeHI/ITB (I)YHKI_II/II/I AOKYMCHTaA, T.C. €ro HeJCBOC HA3HAUCHHC. Bru1s1BUTE MNOJJIMHHYIO LECJIb
CO3JaHusl NOKYMCHTA U 3aIllCHATICHUSA 3aKJIIOUCHHOH B HEM I/IH(i)OpMaLU/II/I, OpOoaHAJIM3UPOBATL POJIb
JAOKYMCHTaA B Z[aHHOﬁ CUTyaluu HOKYMGHTOO6paBOBaHI/I$I. Tak kak JAOKYMCHT HOJ'II/I(i)YHKLII/IOHaJ'ICH,
HCpBOﬁ YKa3bIBaCTCs (bYHKL[I/IH, 3alaHHad OOKYMCHTY aBTOPOM. O,Z[HOBpeMGHHO OTMCTUTH, KaKHC M3

Ha3BaHHBIX (bYHK]_[I/II‘/'I JOKYMCHTA HOCAT 06H_II/II\/JI, a KaKHe - YaCTHBIN XapakTep.

6. IIpuBecTy MpUMEPHI JOKYMEHTOB, 00JIa[ar0IIMX HAa3BaHHBIMH (YHKIUSIMH, yKa3aTh Ha3BaHUE
BUJa, 3ar0JOBOK M JaTy AokymeHTta. [lms ¢(yHKOWA ydera W mpaBOBOM MOXKHO IMPHUBECTH NPUMEPHI
COBPEMEHHBIX JOKYMEHTOB, IJISl TIOCTOSTHHO NeWCTBYOMNX (GYHKIHUHA (MHPOPMAITMOHHON, COIUATHHOM,
KyJIbTYPHOH, HCTOPUYIECKOTO MCTOYHHWKA) MPHUBECTH MPHUMEPH JOKYMEHTOB PA3INYHBIX HCTOPUIECKUX

OIIOX.

KoHTpoJbHbIE BONPOCHI:

1. Kak pa3BuBanuch HOHATHS «UHGOPMALUI» U «TOKYMEHT»?

2. Kaxue acrexTbl uenoBedeckol MAESTEIBbHOCTH OTPAaKEHBI B OMNpEACHeHHSIX TepMHHA
«TOKYMEHT» ?

3. [epeuncnure QyHKIMN TOKYMEHTA.
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Pa3parounblii MaTepuaJ K 3aHSATUSIM:

1.T'enepanbhsbiil pernament 1720 r.

2.006wee rydoepHckoe yupexnaeHue 1775r.

3.006mee yupexaenne MmuaucTepcTB 1811T.

4.COOpHHK 3aKOHOAATENILHBIX aKTOB MO Aeronpou3BoActBy (1917-1970):

5.Beimucku ¢ ompeneNeHUsMH  MOHATHS  «JIOKYMEHT», «WH(pOpMauus» M3 CcJIOoBapew,
SHIMKJIIONEANH U CTIEHUALHON TUTEPaTypHI.

6.'OCT 16487-70, TOCT 164867-83, T'OCT P 51141-98, T'OCT P 7.0.8-2013
Jenonpou3BoACTBO U apXUBHOE e10. TEpMUHBI U ONIPEICICHHUS;

7.I'OCT 6.10.1.88 YHuduupoBaHHble CUCTEMbI JOKyMeHTauu. OCHOBHBIC TIOJIOXKCHHUS,

9. Meroanueckue PeKOMEHJIAIUU TI0 Pa3pabOTKe WHCTPYKITUH 1O JETOMPOU3BOJICTBY B
TOCYJIapCTBEHHBIX OpPraHax, OpraHax MECTHOTO caMoOyIlpaBieHHus, yTB. [Ipukasom Pocapxusa ot
24122020 Ne 199 // [Onexktponnbiii pecypc]. — M., 2021. — Pexum pgocryna:
http://www.consultant.ru/document/cons_doc LAW_373895/.

I'oCT P HMCO 15489-1-2019 Haumonansubii ctranmapt Poccuiickoii ®deneparnuu.
Cuctema cranziapToB 1o UH(poOpMaIK, OMOIMOTEUHOMY M M3AaTesbekoMy neiny. Mudopman3us
U JOKyMeHTauus. YupasieHue JokymeHTamu. Yacte 1. Ilowstus wu npuHuunsl. //

[DnexTpoHHbIT pecypcl]. — M., 2021. Pexum JOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_329486/ .

10.®@enepanpublii 3akoH «O0 wuHpopMannu, WHPOPMAIMOHHBIX TEXHOJOTHAX M O 3alIuTe

uHpopmanum» ot 27 uronst 2006 Nel149-03

Tema 2. Crioco0bI JOKYMEHTHPOBaHNS M MAaTePHAJIbHbIC HOCHTEIH HHPOPMANHMH — 8 YacoB

Lenb 3aHATHS — U3YUYCHUE PA3IUYHBIX CIOCOOOB 3aeuaTICHUs] HHPOPMAIIUH.
B pe3ynbTaTe BBINOJIHEHUS 3aIaHUI CTYIEHT 10JKEH:

3namp (PYHKIMM JOKYMEHTa, CHOCOOBI 3amedaTiieHus WHQOPMAaIMH, JTalbl Pa3BUTHS

TCKCTOBOI'O JOKYMCHTHPOBAHMA
3agaHus VI CaMOCTOSITEIbHOI padoThI.
- I/ISy‘II/ITB oTalbl TEKCTOBOTO NOKYMCHTHPOBAaHHA, O3HAKOMUTLCA C 06pa3uaMH IMUKTOTpaMM "

JIOTOTPaMM, JIaTh X KPATKYIO XapaKTEePUCTHKY.

- O3HaKOMHTBCH C 06pa3uaMH TCXHUYCCKUX NJOKYMCHTOB U 3allMCaTh UX COACPIKAHUC TCKCTOBBIM

crmoco0oM.


http://www.consultant.ru/document/cons_doc_LAW_373895/.
 http://www.consultant.ru/document/cons_doc_LAW_329486/ 
 http://www.consultant.ru/document/cons_doc_LAW_329486/ 
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Yka3aHus no BINOJTHEHHIO 3aJaHHUH.
1. MBy4nTh mMUKTOrpaMMBbl U JIOTOTPaMMBI, TIPEJICTABICHHbBIE B KoIUleKkun. [lath onmucanme 1-2
nukrorpamMm. lIpoBecTn aHamW3 3HAKOB JIOTOTPAMM, YYHTHIBas MPH 3TOM, YTO 3HAKYy COOTBETCTBYET

cJI0BO. 3apucoBaTh 2-3 00pasua 1 onpenenuTh MPerMyLIecTBa U HEOCTATKH JIOTOTPaMM.
2. U3yuntp 1-2 yeprexa v TEKCTOBBIM CITIOCOOOM 3aIicaTh UX COJEpKaHUe.

KoHTposbHbIe BONIPOCHI :
1. KakoBbl 3Tansl pa3BUTHS TEKCTOBOTO JOKYMEHTUPOBAHUS ?
2. KaxoBrI crioco0bI 3arevatienns nHbopMarmu ?

3. Kakue cnoco0bl JOKyMEHTHPOBaHMS HOSBMINCH B 19 Beke?

Pa3naTouyHbIii MaTepHas K 3aHATHAM:

Konnexuus nukTorpamm, sororpaMM u 10KyMeHToB XI-XX BB.
Habop nnakartos.

CHaﬁHLI 10 UCTOPHUU Pa3BUTHUA CII0CO00B JAOKYMCHTHUPOBAHU.

Tema 3. @opmyJisip JOKYMEHTA U ero cocTaBHble YyacTu. UcTopusi pa3Butusa gopmyaspa
nokyMmenTa — 16-17 Beka, 18 Bek, 19 Bek, 20 Bek. — 32 yaca
®opmyasp fokymenrta XVI - XVII BB. —
Lenb 3aHATHS — BBISIBIICHHE 3aKOHOMEPHOCTEH CKIIaJbIBAHUS U Pa3BHTHUS POPMYIIsipa TEKCTOBOTO
ciyxebHoro mokymenTra XVI-XVII Ba.
B pesynbpTaTe BEINOIHEHUS 3aJaHAN CTYJECHT JOJKEH:
uMems npeocmaeieHue O CKIAAbIBAHUU M Pa3BUTHU (OPMYJIApa TEKCTOBOTO JOKYMEHTa B
MIPUKAa3HOM JEJIONPOU3BOJICTBE;
3namo BUnbl nHokyMeHTOB XVI-XVII BB., coctaB ¢opmymnsipa; Ha3BaHUS PEKBU3UTOB W
HOPSIIOK UX OQOPMIICHUS;
YMeTh OTHCHIBaTh KOHKpEeTHBIE TOKyMeHTHI X VI-XVII BB., cocTaBisist ux GOpMyIIsIpHL.
3agaHust VI CAMOCTOSITEIbHOI PadoThI.

1. I3yuuTh BUIBI U PA3HOBUAHOCTU JOKYMEHTOB :

1.1 ITo xpaTKkOMy CJIOBapIO BUJIOB ¥ Pa3HOBHUIHOCTEH TOKYMEHTOB BBHIMMCATH BHUIBI JOKYMEHTOB;
1.2 Tlo KOMIEeKIH BEISIBUTH BUIIBI TJOKYMEHTOB, OOBSICHUB METO/T OTIPEIEICHUS KaXX/I0TO BU/IA.
2. BeisBUTH ¥ onmicaTh 0COOCHHOCTH 0003HAUEHUS aBTOPA JOKYMEHTA, YKa3aB :

- CITy>KEOHBIHN MW JIMYHBIN TOKYMEHT;

- KOJUICKTUBHBIN HIIK I/IH,HI/IBI/I,Z[yaJILHLIﬁ aBTOP;
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- (hopMy 0003HAUEHUS ABTOPCTBA, MECTO €T0 PACHIONOKEHHS B (OPMYIISpe JOKYMEHTA,
- 0COOEHHOCTH OIIpEeeNICHHs] aBTOPA.

3. [Ipoananmu3upoBaTh COCTAB M CITOCOOBI 0003HAUYCHHS PEKBU3NTA «aIpecaTy :

- BBIITUCAThH MIPUMEPHI aIPECOBAHUS IOKYMEHTOB;

- M3YYHTh COCTaB, CIIOCOO HANMCaHUs aJpecaToB JOKYMEHTOB, MOCHUIAEMBIX U3 HIDKECTOSIIETO
YUPEXICHHSI B BBIMIECTOAIIEE, JOKYMEHTOB, KOTOPBIMA OOMEHHMBAJIUCH PABHOCTOSIINE YUPESKACHUS, U

JOKYMCHTOB, HAIIPABJIACMBIX U3 BBINICCTOANIUX yqpemz[eHHﬁ B HUKECTOAIIIHUC.
4. VI3yuuTh CIOCOOBI TATUPOBKU JIOKYMEHTA :
a) OIMpPEACIUTDb NaThl U3YYAa€MbIX NTOKYMCHTOB;
0) YCTaHOBUTH NMPU3HAKH JATHPYIOIIETO XapaKTepa;

B) NEPEBCCTU YCTAHOBJICHHBIC JATbl C 3pPbl «OT COTBOPCHHA MHpPaA» Ha 3Py «OT POXKIACCTBA

XpI/ICTOBa», C IOJIMAaHCKOI'0 KaJICHAAps Ha IPUT OpHaHCKHﬁ.

5. M3yuutp cocTaB yAOCTOBEpEHMS MAOKYMEHTa : OIPENeNUTh HAJIWYMEe, COCTaB, MECTO

PaCIIONIOKECHUS IMMOAINCH U CKPECIIBL.
6. Ommcathb XapaKTep OTMETOK Ha JOKYMCHTAaXx. OHpe,Z[eJ'II/ITL HUX Ha3HAYCHUC.

7. Omnpenenauts TPaAULINOHHO-CIOKUBIIYIOCS CTPYKTYpPY TEKCTa M OCOOEHHOCTH H3JI0KEHHUS

coJiepKaHMs OTAEIBHBIX BUJOB JOKYMEHTOB (4eJI00MTHas, TpamMoTa, OTIIHCKA).

Yka3aHus no BLINOJTHEHHUIO 3aJaHUM:

3ananus No 1-6 MOKHO BBITIONHSATH C TOMOIIBIO TAOIHUIIBI CIIEAYOMIEH POPMBI:

Bun ABTOp Anpecat [ara CocraB OtmeTka  Ha

JIOKyMEHTa YIAOCTOBEPEHUS JIOKyMEHTE

1. BrimmcaTh Ha3BaHUSA BUIOB IOOKYMCHTOB, 06paTI/IB BHUMAaHHEC Ha KOJMYCCTBO BHJOB U

pasHoBugHocTer B XVI-XVII BB.

Bunelr nOKyMEHTOB cielyeT BBIMHCHIBATh 110 CIEAYIONIMM TPYMIIaM: paclopiIuTeNbHbIC
MOKYMEHTHl (HalmpuMep, yKa3bl, TPaMOTHl, HaKa3HblE, IaMATH), Tepenucka (MamsITH, OTIHCKH,

YeJIOOUTHBIC U T.I1.).
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BI/IIH:I JAOKYMCHTOB U3Y4YUTHb TAKIKC IO KOJUJICKIIUH KOIIUH JAOKYMCHTOB. Tak kak OOJNBIIMHCTBO
AOKYMCHTOB HC MMCCT BBIACIICHHOI'O 0003HaYCHUS BUJa WJIN PAa3HOBUJAHOCTHU, TO HAA0 HUX OIPCACIUTH
CaMOCTOATCIIBHO U ONIMCAaTh MCTOAbI OIIPCACICHUA (aHaJII/I3 TCKCTA, CHGLII/I(I)I/IKa H3JIOKCHUSA COACPIKAHUA

WJIN CJIOKUBIIAACA UCPpAPXUA }_'[OKyMeHTOB).

2. Tlo xomnexmuu XVI - XVI BB. BHUMATENBHO MPOYHUTATH COJAEPKAHUE KAKIOTO JOKYMEHTa U
yKa3zaTh aBTOpa - CO3JaTelisd JOKyMEHTa (Y4YpexJeHHE) M TMOAPOOHO OOBSICHHTH, KaKHMM O0pa3oM

YCTaHOBJIEH JaHHBINA aBTOP.

3. BHuMaTeapHO IpoOYUTATh JOKYMCHTBI Hpe,[[J'IO)KCHHOfI KOJUICKIIUHU U CTOJ'I6LIa U OonpcaAc/INTh

MCCTO PACIIOJIOKCHHUA aapecaTa, €ro COCTaB 1 (I)OpMy, BBINIUCATb HECKOJIBKO IMPUMEPOB.

Jia aHanu3a JOKYMEHTOB, KOTOPHIMH OOMEHHBAIMCH YUPEKICHUS, CIEIyeT B3ATh TaKue BUIBI
KaK yKa3, rpaMoTa, 4enoOuTHas, oTmucka. [IpocienuTs u BhIMUCATh NMpUMEpPHl OQOPMIIEHHS B HHUX

azpecara U 10 COACPKAHUIO ONPEACINTh KOHKPETHBIE YUPEKIEHUS, KOTOPBIM aIpECOBAHBI JOKYMEHTHI.

4. YCTaHOBUTH AaTy CO3/1aHUs JOKYMEHTA - TOUHYIO, IPUOIMKEHHYIO0, BEPOATHYIO C OAPOOHBIM
00BSICHEHHEM JaTHUPYIOIIEro MpHU3HaKa (CoAaepKaHUe JOKYMEHTa, BpeMsl ACHCTBHUS UCTOPHUUCCKHUX JIHI U
T.1.). YCTaHOBJICHHYIO II0 3p€ «OT COTBOpeHMs Mupa» (Hampumep, 7168, korma mepmas mudpa
ommyckanach - 168) maTy mepeBecTH Ha 3py «OT poxkaecTBa XpuctoBay. ms storo ot uudpsr 7168
Bbruectb mudpy 5508 wmm 5507 (s coObituit MaproBckoro ctuisi) U 5508 mnmm 5509 (s coObituit
ceHTs0prCcKoro ctuist). K aHI0 Mecsana cienyer npuOaBUTh HUGPY A€CATh, YTOOBI MOTYYHUThH ATy IO

HOBOMY CTHUIJIIO.

5. CoctaB ynoCTOBEpeHHUsI JOKyMEHTa HadaTh M3y4aTh CO CTOJOIA, MO0 KOTOPOMY OIIPENEeTHTh
MECTO TIOANHCH («IPUTTHUCH») U XapakTep ee HamucaHus. [1o KOIJIeKIu BBISICHATH COCTAB CITYIKHIIBIX

JOJIEH, TIOITUCHIBAIOITNX U CKPETUISIIOIINX JOKYMCHTEHI.

6. Boimucath Bce OTMETKH Ha AOKYMCHTAax, OTMCTUB MCCTO MX HAIlMCAHUA, UX HA3HAUCHHUC U

HCIOJIb30BaHUEC JId YTOYHCHU A XapaKTCPUCTUKU JOKYMCHTA.

7. HpoaHaHI/I3I/IpOBaTI) HECKOJIBKO BUJIOB TOKYMCHTOB, YCTAHOBUTDb, UMCCTCA JIN XapaKTCpHas I
KaXXaoro Buja CTPyYKTypa TEKCTa, KaKUMHU YCTOﬁqHBBIMH CJIIOBOCOYCTAHHUAMU OTIMYACTCA OJHWH BHJ OT

IPYTOTO.
Jlyis aHamM3a MOYKHO B3SITh TaKWe€ BUBI TIOKYMEHTOB KaK yKa3, IaMsTh, YSJIOOUTHAS, OTIIHCKA.

Marepuainsl aHamu3a Jydllle MPeJICTaBUTh B TaOIH4IHOM opme :

Bun noxymenta BBenenue OcHoOBHas 4acTh BakiroueHue
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KOHTpOJ’IbHI)Ie BOIIPOCHI:

1. Yem ompenensyiach CTPYKTypa TEKCTa 1 HANMEHOBaHHUE BHJIA TOKyMEHTa ?
2. KakoBbl 0COOCHHOCTH BHEIIHETO OQOPMIICHHUS TOKYMEHTaA ?
3. Kakue mpH3HaKy MOMOTaroT ONpeAeTuTh aBTOPCTBO TIOKYMEHTa ?

4. Kak ompemenuTs BpeMs COCTaBICHHS mokyMeHTa ? (OcoOeHHOCTH 0003HAYCHUS IaThl

nokymenTa XVI - XVII Bs. ?
5. Kak ynocToBepsuiucy J0KyMeHTHI ?

Pa3}.’laT0‘lHLIﬁ MaTepuaJl K 3aHATUAM:

1. CronGen XVII B.
2. Konnexuun xornuit nokymentoB X VI-XVII BB.
3. Kpatkwuii c1oBaph BUIOB ¥ pa3HOBHIHOCTEH TOKYMEHTOB.

®opmyasip nokymenta XVIII B. —
Lenp 3aHATHS — HM3y4eHHE Pa3BUTHA M OCOOCHHOCTEH (GOPMYJISPOB CIIy>KEOHBIX JOKYMEHTOB
XVIII B.
B pesynpTraTe BBINOIHEHNS 3aJaHUN CTYJEHT JOJDKEH:
umems npeocmaeienue O 3aKOHOJATEILHOM PEryJIMPOBAHUU Mpoliecca TOKYMEHTHPOBaHH
u pa3BuTiu Gpopmyisapa gokymenta X VIII B;
3Hamb 3aKOHOJATCIIBHBIE AaKThl, PErIAMEHTUPYIOIIHUE IIOCTAHOBKY JEIONPOU3BOJACTBA B
XVIII B, BUIBI AOKYMEHTOB, COCTaB (OPMYJISipa JOKYMEHTa, IpaBuiia OQPOPMIICHUS! pEKBU3UTOB;
YMeTb ONKCHIBaTh KOHKpeTHbIE ToKyMeHTHI X VIII B., cocTaBisas ux ¢popmyspsl.
3agaHus VI CaMOCTOSITeIbHOI padoThI:

1. 3y4uTh BUABI U PAa3HOBUIHOCTH TOKYMEHTOB:
- BBIIIUCATh BUJBI JOKYMEHTOB, YCTAaHOBJICHHBIE [ €HEpaIbHBIM PETJIaMEHTOM

- U3 «Kpancoro CJIOBapsA BUIAOB U pa3HOBHHHOCTCﬁ JAOKYMCHTOB)» BBIIIHMCATb BUABI JOKYMCHTOB

XVIII B.

- U3 A€ MCCTHBIX yqpen(z[eHI/Iﬁ BBIITHUCATh BCC BUJbI JOKYMCHTOB W OTMETHUTHL H3MCHCHUA B

TEXHUKE NOKYMCHTUPOBAHUAA.

2. Ha npuMepe NOKYMCHTOB MCCTHBIX yqpemz[eHHﬁ MMpOaHAJIM3UPOBATHL CJIIOXKUBIIUECA IMPpaBUJIa

HalrucCaHusd aBTOpPA, BLISIBUB!

a) 0cOOEHHOCTH 0OPMIIEHHUS aBTOpa CIyKEOHBIX M JIMYHBIX JOKYMEHTOB
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0) 3aBHCHMOCTh 0003HAUCHHS PEKBU3UTA «aBTOP» OT 0003HAYCHUS agpecara JOKyMEHTa.
3. IIpoananu3upoBaTh 0603HAYECHUS PEKBU3UTA «aJ[PecaT:

a) BBIIIKCATh U3 FeHepaanoro periaMEeHTa OImMCaHue CUCTEMBI ITMCbMEHHBIX CHOIIICHU 3BE€HHEB

amnmapara ynpaBJIeHHs

0) Mo TOKyMEHTaM MECTHBIX YUPEKACHUH ONHcaTh MOPAIOK 0OPMIICHHS PEKBU3UTA «aapecary,
OTMETHUTH OTIMYHUTENbHBIE OCOOCHHOCTH MOPsAKA alpecoBaHus JOKYMEHTOB Mo cpaBHeHHUIo ¢ X VI-XVII

BB.

4. OnucaTh MOPSIOK JAaTHPOBAHUS TOKyMEHTOB. JlaTh MpUMEPHI BCEX BUIOB JaT C TIEPEBOJOM HX

Ha IPUTOPUAHCKUN KaJIEHAAPb.
5. MI3y4nTh cocTaB yOCTOBEPEHHS TOKYMEHTOB:
- BBIIIUCATh U3 ['eHepabHOrO periiaMeHTa MpaBuiia yJI0CTOBEPEHNUS JTOKYMEHTOB
- OIKCATh COCTAB MOJIKCHU IO JOKYMEHTAM MECTHBIX YUPEKICHUI.
6. Onncatb BUBI OTMETOK Ha JOKYMEHTAX.
7. I3y4uTh NPUHLUIIBI OPraHU3ALUHN TEKCTa HECKOJIBKUX BUJIOB JOKYMEHTOB.
8. CocTaBuUTh POPMYIISAPBI ABYX JOKYMEHTOB.

Yka3zaHus 110 BBINOJHEHHUIO 3aJaHUil
1. BeIBUTH BHIBI JOKYMEHTOB, yCTaHABIMBaeMble | eHepaIbHBIM PErJIaMEeHTOM, AOMOJHUTh MX
BujgaMu A0kyMeHToB XVIII B., mpuBenéHHbiMuM B «KpaTkoM crnoBape BUIOB U Pa3HOBUIHOCTEH

JOKYMCHTOB) U BBINIKCATh UX ONPCACIICHUA U3 CJIOBapS[.

I/I3y‘ll/ITL AOKYMCHTBI ACJI MECTHBIX yqpemz[eHHﬁ, BBIIIMCBIBAsd HAMMCHOBAHHUA BUJIOB U 06pa1ua51

BHUMAHUC HA TCXHUKY JOKYMCHTHUPOBAHU, BOASHBIC 3HAKU, rep60Bon 6yMary.

2. 3amanust Ne 2-6 MOXKHO BBITIOJHSTH C TOMOIIBIO TA0JIUIIBI CIISAYIONIEH (OPMBI:

Bung ABToOp:! Anpecar: |Hara: Tekcr: CocraB OtMeTKa Ha

JOKyMEHTa! (xp. cozep.) YA0CTOBEPEHUS JOKyMEHTE

O6paTI/ITe BHUMAHUEC Ha MECTO PAaCIIOJIOXCHUA PEKBU3UTA «aBTOp»U ONHCATH IIpaBUJia €ro

o(opMIIeHHS B 3aBUCHMOCTH OT PEKBHU3HTA «aapecaTy.
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3. Uzyuuts mo l'eHepalbHOMY peEriaMeHTy M IOKYMEHTAM MECTHBIX YYPEKACHUH NpaBuiia

Oq)OpMJ'IeHI/IH PCKBHU3UTA «aapecaT». Brimucats IpaBujia U MPUMCPBI aIPpECCOBAHUS.

4, HpOElHaJ'II/I3I/IpOBaTI) BC€ HUMCIOMIMUECA OaTbl B AOKYMCHTC U OIPCACIUTL UX Ha3HAYCHUC,

BBIITUCAThb MIPUMEPLI U OITUCATHL MECTO PACIIOJIOKCHUA Ka)KI[Oﬁ JaThlI.

5. W3yuuTe mnpaBuia yAOCTOBEPEHHsS HOKYMEHTOB 10 ['eHepaJbHOMY perjaMeHTy. 3aTeM

MIPOaHAIM3UPOBATH O(POPMIICHHUE TTOATNCH B TIOKYMEHTaX, BUIBI TIeUaTei.
6. Brinucath Bce OTMETKU Ha TOKYMEHTaX, yKa3aB, Kakue U3 Hux nosiBuinchk B X VIII B.

7. Tlo T'enepanbHOMY pErjlaMEHTY Ha NPUMEPE MPaBUJI COCTABICHHS MPOTOKOJA ONPEIETUTh
TpeboBanms, TmpenbsBisieMble K TekcTy (. VI, XXX). BHUMarenpbHO YuTas TEKCTHI HECKOJIBKUX
JIOKYMEHTOB, OMHCAaTh WX CTPYKTYpy, TMPOCIEKHBasg €€ M3MEHEHHE B DPa3IWYHBIX BHUIAX; NMPHUBECTH

MIPUMEPHI BUIOB Tpa(apeTHBIX JOKYMEHTOB, OTMeYast KaKiM ITyTeM IIPOBOIMIACH TpadapeTH3aius.
8. OmucaTe JOKYMEHTHI 1O CJIEeIYIOUIEH cxeMe:
- BU (pa3HOBUIHOCTB)
- aBTOp
- agpecar
- TEKCT
- 1aTa
- COCTaB y/IOCTOBEPEHUS
- MMOJUTMHHOCTH (KOIHITHOCTBD)

KOHTpOJ’IBHbIe BOIIPOCHI

1. HazoBute ocobennoctu hopmbl qokymenTa X VIII B, ?

2. Kakme TtpeOOBaHUS TPEIBABIAIOTCS K OQGOPMIICHHIO TPOTOKOoiIa 1o ['eHepampHOMY

periaMeHTy?
3. B uem mposiBUIIaCh TEHIEHINS K YHU(PHUKALUU JOKYMEHTOB ?

4. OnummTe cucTeMy MMCHMEHHBIX CHOIIIEHHUI 3BEHBEB alapara yrnpaBieHus mo [ eHepanbHOMY

periiamMenty ?

Pa3znaTounblii MaTepHuaJ K 3aHATHAM

1. 'enepanbHblil pernament 1720.

2. JIoKyMeHTHI (JieJ1a) MECTHBIX yUpexaeHuil 18B.
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3. Kpatkuii cnoBapb BUAOB U Pa3HOBUAHOCTEN JOKYMEHTOB.

®opmyasp aokymenra XIX Beka —

enb 3aHATHS — N3yUeHHUE Pa3BUTHSI U 0COOCHHOCTEH POPMYIISIPOB CITyKeOHBIX JOKyMEeHTOB XIX

B pe3ynbTaTe BBINOJIHEHUS 3aIaHUI CTYIEHT J10JKEH:
umemsy  npeocmaeneHue O  pETJaMEHTAllMM  TIpolecca  JOKYMEHTHPOBAaHHA B
3aKOHOJATENBHBIX akTaX XIX B., pa3BUTHH (QOpMyIsipa IOKyMEHTa, TCHICHIUSAX TpadapeTH3aiuu
JIOKYMEHTOB;
3namsb BUOBI NTOKyMeHTOB XIX - B., ocoOeHHOCTH WX OGOpMIIEHHUS, cocTaB (opMmyJsipa,
MOSIBJICHHE OJIAaHKOB M WX BHJBI, MOSBICHWE OTMETOK Ha JOKYMEHTaX, OTPaXKAIOMMX MX IBMKEHUE B
YUPEXIECHUH U padOTy ¢ HUMH.
yMeThb aHAIM3UPOBATh KOHKPETHBIE JOKYyMeHTHI XX B.; COCTaBIAS UX (pOPMYIISPHL
3agaHus 11 CaMOCTOSAATEJIbHOI padoThI

1. 3y4uTs BUABI B PA3HOBHTHOCTH JTOKYMEHTOB.

2. BBIIBHTE OCOOCHHOCTH OOPMIICHHUS] pEKBU3UTA «aBTOP», OMKCATh COCTaB OJaHKa 1 €ro BHIBL.
3. I3y4uTh TEKCT JOKYMEHTA.

4. Onucarb NOPSAOK aIPECOBAHUS TOKYMEHTA.

5. Bpimucare Jatbl cocTaBicHWs, OOpabOTKH, MOJNHCAHWS H Jp., YKa3aTh MECTO HX

PaCIOJIOKESHHUS.
6. TIpoaHamM3upOBaTh XapaKkTep yIOCTOBEPECHUS JOKYMEHTA.
7. OnucaTh BUALI OTMETOK.
8. CoctaBuTh HOPMYISIPHI 2-X TOKYMCHTOB.

Yka3aHnus no BbIIOJTHEHHUIO 3aJaHAI
1. Haunnate paboTy ciemyer ¢ pacCMOTPEHUS Jel yUpeKAeHHS. BBISBUTh W BBINKCATH HA3BAHUS

BUJIOB JOKYMEHTOB:
- M3/1aBaeMbI€ BBIMIECTOSAIINMH OpTaHAMU;
- IOCHUTAEMBIE PAaBHBIM YUPEKICHUSIM;
- IPEJICTABIISIEMBIC B BBIIIIECTOSIINE YUPEIKICHUS;
- o(opMIISFOIIIE BHYTPEHHIOKO JIESTENEHOCTb.

4 3 ((KpaTKOI‘O CJIOBapsA BHUIOB U pa3HOBI/II[HOCTCI\/'I AOKYMCHTOB)» BBIIIUCATb ONPECACIICHUA

BBIBJIEHHBIX BUJIOB TOKYMEHTOB XIX B.
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2. Ommcatpb MmopAaAOK OCI)OpMJ'IeHHSI PCKBU3UTAa «aBTOP» B PA3JIMYHbBIX BHAAX IAOKYMCHTOB,
BBIMTHCATh HECKOJIBKO THUIIOB OJaHKOBBIX HaHHHCGﬁ " OIIPCACIIUTD UX COCTAB. Ilo KOMILJICKCY JOKYMCHTOB
OpocCJICAnuTb, KaKUC BUJbI AOKYMCHTOB IIMIINYTCS Ha 6J'IaHKaX, Kakpe 0e3 0003HaueHHsS OJaHKOBBIX

HaJIUCEN.

3. IIpoaHanu3upoBaTh HECKOJBKO BHIOB JOKYMEHTOB, YKa3aB CTPYKTYpy TEKCTa, BBINHCAB
IpUMEpHl  MPUMEHEHUS  «KaHUEeJApU3MOB». OTMETHTb, HAaCKONBKO  YCHIMJIACh  TEHIACHIIHS

TpadapeTu3anuu (BbIMUCATh IPUMEPHI TpapapeTHBIX U THIIOBBIX TEKCTOB).

4, HpI/I OIMMCaHHU TIOopAAKa aApCCOBAHUA YCTAHOBUTHb 3aBUCUMOCTH O(l)OpMJ'ICHI/ISI PCKBU3UTA
«aapecar» 0T HUepapXuun yqpemﬂeHHﬁ. HpI/IBCCTI/I MIpUMEPBI aApCCOBAHUA B BBILICCTOALIUC, PABHBIC U

HHWKCCTOAIICC YUPCIKIACHU.

5. Beinucatps npuMepsl JaTUPOBKY U IIEPEBECTU AaThl HA HOBBIA cTuib. B XIX B. pasHuna mexny

CTHIISIMU paBHsUTach 12, B XX B. — 13 mHAM.

6. Brmmucarb INpUMEpPBblI MNOANHCAHUA HOOKYMCHTA B HWHCTAHLUAX paSHOﬁ NOJYMHCHHOCTH H

OIHCATh COCTAB TOTINCH.
7. BeinucaTh OTMETKH Ha TOKYMEHTAaX U yKa3aTh MX HA3HAYCHUE, MECTO IIPOCTABICHUSI.
8. ®opMyJIsIpbl JOKYMEHTOB COCTABUTH IO CXEME, MPETIOKEHHOM B TPETHEM 3aHATUH.

KoHnTpoJbHBIE BONIPOCHI:

1. B yem mposiBunachk TeHACHIUSA K yHU(DUKAUU (OPMBI U TEKCTA JOKYMEHTA ?
2. Yto Takoe TpadapeTHbIil U THITIOBON TEKCTHI ?
3. HazoBute coctaB OiaHka JOKyMeHTa ?

4. Uem ormpeaesnsiics: XapakTep aJpecoBaHus JOKYMEHTa ?

Pa3znaTouHnblii MaTepuaj K 3aHATUAM

1. dena yupexnaenuii 19 B.

2. KpaTkuii cnoBapps BUOB ¥ pa3HOBUIHOCTEN JOKYMEHTOB.

Tabmuua

Amnanmu3 odopmileHHsS PeKBH3UTOB JOKyMeHTOB B XVI- XIX BB.

HaumMeHoBaHne JOKyMEHTOB OcobeHHocTH 0OPMIICHUS! PEKBU3UTA
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B XVI-XVII BB. B XVIII B XIX

Bun noxymenta

ABTOp

Anpecar

Texcr:

BBEJICHHUE

OCHOBHAs 4acTh
3aKITFOYCHUE

5. Hatel

COCTaBJICHHS
MOJTyYeHHUS
perucrpanuu

CocTaB yA0CTOBEpEHHUS
7.  OTMETKH Ha JOKYMEHTE

el i

o

Dopmyasip fokymenTa XX Beka. —

Lenp 3aHATHS — N3yYeHHE Pa3BUTUS U 0COOEHHOCTEH (POPMYIIAPOB CIYKEOHBIX JOKYMEHTOB XX

B pesynbpTaTe BHINOIHEHUS 3aJaHUN CTYJEHT JOJDKEH:
umemsy  npeocmaeneHue O  perjaMEeHTAallMM  Tpoliecca  JOKYMEHTHpPOBAaHHA B
3aKOHOAATENBHBIX akTax XX B., pa3BuTHH (opMmyispa IOKyMEHTa, TEHACHIMAX TpadapeTu3aluu
JIOKYMEHTOB;
3Hamp BUABI TOKYMEHTOB XX - B., OCOOCHHOCTH WX OQOPMIICHHUS, COCTaB (QOpMyIsipa,
nosiBIeHHe OJaHKOB M WX BHJIBI, MOSIBIEHHE OTMETOK Ha JOKYMEHTaxX, OTPaKaloIlUX WX JBWKEHHE B
YUpEeXICHUH U paboTy ¢ HUMHU.
YMeTb aHAIN3UPOBATh KOHKPETHBIE JOKYMEHTBI XX B.; COCTaBIISIS MX (OPMYIISPHIL.
3agaHus VI CaMOCTOSITEIbHOI padoThI

1. 3y4uuTh BUJIBI U PA3HOBUJIHOCTH JIOKYMEHTOB.

2. BeisBuTh 0co0eHHOCTH 0(hOPMIICHHS PEKBU3UTA «aBTOP», OMMMCATh COCTAaB OJaHKa U €r0 BUJIBI.
3. MI3y4uTh TEKCT JOKYMEHTA.

4. Onucarb NOPSIAOK aAPECOBAHUS TOKYMEHTA.

5. Brmimmcars JaTbl COCTAaBJICHUAA, O6pa6OTKI/I, noAnucannd " JAp., YKa3aTb MECTO HUX

PacHooKeHUSI.
6. [IpoaHanmu3upoBaTh XapakTep yJOCTOBEPEHUS JOKYMCHTA.
7. Onucatb BUABI OTMETOK.

8. CocTaBuTh POPMYISAPHI 2-X JOKYMEHTOB.
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Pa3parouHblii MaTepua K 3aHATHAM

1. dena yupexnaenuii 20 B.
2. KpaTkuii cnoBapb BUOB ¥ pa3HOBUIHOCTEN JOKYMEHTOB.

3. COOpHHMK 3aKOHOIATEIBHBIX aKTOB IO AEIONpou3BoacTBY (1917-1970rT.) — Y4eb. mocobue

oA pex. .3, Jlmpmmma. — M. MITMAU, 1973. — 157 C.

Tema 4. ®opMyJsip COBPEeMEHHOT0 YNPABJIEHYECKOIr0 JOKYMEHTa: NMpaBHja 0(hopMIIeHUs!
PeKBU3HTOB— 12 yacoB
Lenp 3aHATHA — U3yYEeHHE COBPEMEHHBIX TpeOOBaHUI TOCYyNapCTBEHHBIX CTaHIApTOB U
HOPMAaTHBHO-METOJJMUECKIX aKTOB K O(OPMIICHHUIO CITY>KEOHBIX JOKYMEHTOB.
B pe3ynbTaTe BBINOJIHEHUS 3aIaHUI CTYIEHT J10JKEH:
umems npeocmaegeHue O TEHICHUUSAX Pa3BUTUS JOKYMEHTAa M IPUHIMIAX IOCTPOEHUS
(hopmyspa-o6pasia opraHu3aluOHHO-PACTIOPSTUTENBHBIX TOKYMEHTOB;
3Hamb COCTaB PEKBU3UTOB M TPeOOBaHMS I'OCYAApPCTBEHHOTO CTaHIapTa K O(QOPMIICHUIO
JOKYMEHTA.
3HaTh COCTaB pEKBHU3UTOB U TpeOoBanusa [IpaBuin nenompounsBoacTBa B (enepanbHBIX
OpraHax HCIOJHUTEILHON BIACTH U METOINYECKUX PEKOMEHIANI K COCTABIEHUIO TOKYMEHTOB.
yMeTb TIPOCKTUPOBAaTh OJAaHKH JOKYMEHTOB YUPEKAECHHMH W HMETh HaBBIKM PaOOTHI C
roCyIapCTBEHHBIMH CTaHAApPTaMU U METOJINYECKHMH YKa3aHUSAMHU 10 UX BHEAPEHUIO U IPHUMEHEHHIO.
3agaHust VI CAMOCTOSITEIbHOI PadoThI
N3yunTth KOMIUIEKT HOPMATHBHO-METOJMYECKHX JOKYMEHTOB II0 JOKYMEHTHPOBAaHHUIO
YIIPaBJICHIECKON JesiTelbHOCTH : METoANnYecKre peKOMEHIAINH Mo Pa3padoTKe MHCTPYKIMHA IO
JEIOMPOU3BOJCTBY B T'OCYJAPCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpPAaBIICHUSA, YTB.

[Ipuxazom PocapxuBa ot 24.12.2020 Ne 199.

[IpumMepHas HHCTPYKLHS MO IE€TONPOU3BOJICTBY B TOCYAAPCTBEHHBIX OpraHU3alusaX, YTB.
[Tpuxasom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponssiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW 305137/.

I'OCT P 7.0.97-2016. HanumonanwHbiii ctangapt Poccuiickoit ®enepamuu. Cucrtema
CTaHAapToB 1Mo uH(pOpMaluu, OHOIMOTEYHOMY M H3AAaTeNbCcKoMy neny. OpraHuzalnoHHO-
pacnopsiauTeabHas JoKyMeHTanus. TpeboBaHus K 0pOpMIIEHUIO JOKYMEHTOB // [DNEeKTpOHHBIN
pecypc]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc LAW_216461/.

1.M3yunts 'OCT P 7.0.97-2016 ¢ TpeGoBanusMH K 0POPMIICHHIO TOKYMEHTOB, ONIPEACIIUTE €T0

CTPYKTYPY, COCTaB Pa3JIelIOB.

2. .13yunth TpedoBanus 'OCTa k 61aHKy TOKyMEHTA.


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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3.IIpoaHann3upoBaTh MPEATIOKEHHYIO KOJUICKIHIO JIOKYMEHTOB, OIPEIEIUTh PEKBU3UTHI,
yKa3aTh HEIOCTATKU B UX PACIIOIIOKEHUHU B O(OPMIICHUH.

4.CocTaBuTh Ha OCHOBAaHHMH pa3aTOYHOrO Marepuana OnaHku (oOmMHA W Ui TUChMA)
OpraHM3alui U MPEeINPUATHN PA3INIHBIX POPM COOCTBEHHOCTH C BapHaHTAMU MPOJOJIIBHOTO U YTIIOBOTO
PacCIONIOKEHUS] PEKBU3UTOB.

YKa3aHus o BLINOJTHEHHIO 3aaHNS.

1.U3yunte TpeboBaHMs K COCTaBy M O(GOPMIICHHUIO PEKBH3HTOB JOKYMEHTOB U OJIAHKOB,
n3noxkeHHple B “IIpaBwiiax [eiaomnpouM3BOJCTBA B TOCYJApPCTBEHHBIX OpraHax, OpraHax
MECTHOT'O CaMOYIIpaBJIeHUs, yTBEPKACHHBIX ITpuKazoM Pocapxusa ot 22.05.2019 N 71. (cm.
paznen 2 “/lokyMeHTHpOBaHHE yIPaBIECHYECKON AESITENLHOCTU )
2. W3yuute TpeboBaHMSA K OG(OPMICHHIO OJIAHKOB M PEKBU3UTOB JIOKYMEHTOB IO
Hanumonanenomy crangapty 'OCT P 7.0.97-2016 “Cucrema cranaapToB 1o HH(pOpMaIUH,
OUOIMOTEeYHOMY M M3JaTeNbCKOMY Aeny. OpraHu3alMOHHO-PACIOPSIUTENbHAs TOKYMEHTAIIHS.
TpeboBanust kK 0HOPMIIEHUIO JOKYMEHTOB .
3. U3yuutb TpeOGoBaHus “MeTOAMUYECKUX PEKOMEHIAIMH Mo pa3paboTKe HMHCTPYKIHMH MO
JIEJIONPOU3BOJCTBY B TOCYJapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO caMOyHpaBlieHus'",
YTBEp)KICHHbIX NpukazoM PocapxuBa or 24.12.2020 N 199 x OnaHkaM M peKBU3UTaM
JIOKYMEHTOB (TIPHJIOKEHUS 2, 3).

4. V3yuuTh NpeIokKeHHyI0 KOIIEKIHIO (3-5 TOKYMEHTOB) M aHAM3UPYs JOKYMEHTHI, BBISIBUTH HEJOCTATKU B
odopmiernn OnaHkKa (OTCYTCTBHE HEOOXOMUMBIX PEKBH3UTOB M IPABHIHHOCTH O(QOPMIICHHS HMEIOIIUXCH);
OIIPENIeNTUTh MIPAaBHIBHOCTh PACIIONIOKEHHS U 0DOPMIICHUS PEKBU3UTOB IOKyMEHTa (3ar0JIOBKA, TaThl U HHIEKCA,
IMOAITHUCH, OTMETOK O IMMOCTYIUICHUN U HAIIPAaBJICHUU JOKYMCHTA B JICJIO U )Ip)

5.Ha ocHOBe pa3jgaTo4yHOro MaTepuayia CIPOSKTUPOBATh OJIAHKH JIOKYMEHTOB KOHKPETHBIX

OpraHHM3aliil ¥ TOCYIapCTBEHHBIX OpraHoB B cooTBeTcTBHH ¢ TpeboBanusmu ['OCT P 7.0.97-2016.
KonTponbHbie BOIIPOCH

1. lepeunciure BuUABI HOPMATHBHBIX aKTOB, PErAMEHTHPYIOIIME JIOKYMEHTHPOBAHHE
YIPaBICHYECKOM IEITEIBHOCTH.

2. Uem pasnuuarorcs obuimii 61aHK 1 GIaHK THChMa, 61aHK KOHKPETHOTO BUJA JOKYMEHTA.

Pa3naTounblii MaTepHas K 3aHATHSIM:

- I'OCT P 7.0.97-2016. Hauumonanenelii crannapt Poccuiickoit ®enepauuu. Cucrema
CTaHIapTOB MO HHPOpMAMK, OHOIMOTEYHOMY W M3AATEIbCKOMY jaeny. OpraHu3anmoHHO-
pacnopsauTensHas JoKyMeHTaus. TpeboBaHus K 0pOPMIIEHUIO JOKYMEHTOB.

- [IlpaBuma pnenompou3BoACTBA B TOCYAApPCTBEHHBIX OpraHax, opraHax MECTHOTO
camoymnpaiieHus, ytB. [Iprukazom PocapxuBa ot 22.05.2019 Ne 71 // [DnexkTpoHHBIN pecypc]. — M.,

2021. — Pexxum poctyna: https:/base.garant.ru/72291836/.

MeTtoaudeckue peKOMEHAAMHU IO pa3padOTKe MHCTPYKIMHM MO AEeTOMpPOM3BOACTBY B
rOCY/IapCTBEHHBIX OpraHax, opraHax MECTHOI'O CaMOYIIpaBJICHUs, yTB. Ilpukasom Pocapxusa oT
24.12.2020 Ne 199 // [DnextponHsni pecypc]. — M., 2021. — Pexum pgocryma:
http://www.consultant.ru/document/cons_doc LAW_373895/.



https://base.garant.ru/72291836/
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[IpumepHas HHCTPYKIMSA 110 AETONPOU3BOJCTBY B FOCYIapCTBEHHBIX OpPraHU3aLUsAX, YTB.
[Ipuxasom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponssiii pecypc]. — M., 2019. Pexum

nocryna: http://www.consultant.ru/document/cons_doc LAW_305137/.

Komnekmus 1OKyMEHTOB.

Tema 5. OprasHuszauvoHHble, PpacnopsAUTe]bHbIe W HHGOPMAUMOHHO-CIIPABOYHbIE

JIOKYMEHTbI — 28 yacoB

JlokyMeHTHpPOBaHHE PACTOPSATUTETBHO JeATeJbHOCTH —

Henp 3aHsATHS — uW3ydeHHe TpeOOBaHMH TOCYAapCTBEHHBIX CTaHAAPTOB M HOPMATHUBHO-
METOJNYECKUX aKTOB K COCTABJICHUIO U O(OPMIICHHIO PACIOPSAUTENBHBIX JOKYMEHTOB, MOJIy4YeHHUE
HaBBIKOB UX COCTABJICHUS U O(OPMIICHHS 0 33/IaHHBIM CUTYAIHSIM.

B pe3ynbTaTe BBINOJIHEHUS 3aIaHUI CTYIEHT J10JKEH:

umems npeocmaeieHue O CUTyalusX, TPeOYOIIUX W3JAHUS PACIOPATUTEIBHBIX
JOKYMEHTOB;

3Hamb BUIBl PACHOPSAUTENBHBIX JOKYMEHTOB; COCTaB PEKBU3UTOB  (opMyisipa
pacHopsiANTENHHOTO TOKYMEHTA U TPeOOBaHUS K MX COCTABJICHUIO U O(OPMIICHUIO.

YMeTb COCTaBJIATh U OOPMIISITH PACHOPSIIUTEIbHbBIE JOKYMEHTHI 110 3alaHHBIM CUTYaLUsAM H
HMMETb HaBBIKU MX 0OPMIICHHS Ha KOMIIBIOTEPE.

3apaHus 11 CaMOCTOSAATEJIbHOI padoThI

1. V3yunTh TpeOoBaHuUS, NMPEABIBIIEMbIE K COCTABICHHUIO U O(DOPMIICHUIO PACTIOPSAUTENBHBIX
JOKYMEHTOB.

2. CocraBuTth 1 0(OPMHTH MPHKA3 IO OCHOBHOM JIEATETBHOCTH.

3. CocTaBuTh U OQPOPMUTH PACHIOPSIKCHUE.

Yxa3zaHus M0 BbINOJHEHUIO 32 JaHUsI

1. YTOYHHUTH COCTAaB PEKBU3UTOB, BXOIIIMX B (POPMYJISp MPHKa3a, PaCIOPSHKSHUSL.

W3yuuth TpeboBanus MeETOAMYECKHE PEKOMEHIAIMKM 10 pa3paboTke WHCTPYKIUH IO
JIEJIONIPOU3BOACTBY B TOCYJApPCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYMpPaBJICHUS, YTB.
IMpukasom PocapxuBa ot 24.12.2020 Ne 199, IlpumepHON HMHCTPYKUMU MO JECIONMPOU3BOJCTBY B

rOCyJJapCTBEHHBIX opraHu3auusx, yTB. Ilpukasom Pocapxua ot 11.04.2018 Ne 44) k cocrtaBy

PEKBHU3UTOB U CTPYKTYpE TEKCTa MpPUKa3a 10 OCHOBHOM JEATEIBHOCTH.

YTOYHUTH pa3luuusi B COCTABICHUM MPUKa3a 10 OCHOBHOH JEATEIBHOCTH M IO JIMYHOMY
COCTaBy, oOpaiasi BHUMaHHE Ha MOPSIIOK OGOPMIICHHS CCHUIKM (YIIOMHUHAHMS) HAa OPYrod JOKYMEHT H

YHI/I(I)I/IKaLU/IIO TCKCTOB MMPUKA30B 10 INYHOMY COCTaBYy.

2. CocTaBuTh JAOKYMCHTBI Ha OCHOBC IMPEAJIOKCHHBIX MPEIOJaBaTCIICM CPITyaLIHfI.


http://www.consultant.ru/document/cons_doc_LAW_305137/
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KoHTpoabHbIe Bonpochl

1. Tlepeuncnure peKBU3UTHI, BXOIAIIHE B GOPMYIISIp PUKa3a.

2. HazoBuTe CTPYKTYpY MpHKa3a 0 OCHOBHOM J€STETEHOCTH.

3. YeMm OTaHMUAETCs CTPYKTYpa TEKCTa MPUKA3a MO JINYHOMY COCTaBY M OCHOBHOM JESTEIbHOCTH.
4. Ha3oBuTe CPOKH XPAHCHHS TIPUKA30B.

5. HazoBuTe peKBU3HTHI, BXOIAIINE B HOPMYIISIP pACTIOPSIKCHUS.

6. UeM OTIHMYaeTCs CTPYKTYpa TEKCTa PaCoOPsHKEHHS OT TPHUKa3a M0 OCHOBHOM JIESITEIbHOCTH.

Pa3znaTouHnblii MaTeprasl K 3aHATHAM:

MeTtoaudeckie peKOMEHAAMH IO pa3padOTKe HHCTPYKIMKM IO JETOMPOU3BOACTBY B
rOCYJJapCTBEHHBIX OpraHax, opraHaXx MECTHOT'O caMmoyIpaBieHus, yrB. IIpukazom PocapxuBa oT
24122020 Ne 199 // [Onexktponnsii pecypc]. — M., 2021. — Pexum pgocryna:
http://www.consultant.ru/document/cons_doc LAW_373895/.

[IpumepHas HHCTPYKLMS MO JEIONPOU3BOJCTBY B TOCYIaPCTBEHHBIX OPTaHU3ALMSIX, YTB.
[Ipukazom PocapxmBa ot 11.04.2018 Ne 44) // [DnexrponHsiii pecypc]. — M., 2019. Pexum
I'OCT P 7.0.97-2016. HanmonaneHslii crangapt Poccuiickoit @enepanun. Cucrtema cTaHIapToOB
no uHpoOpmauuu, OMOIMOTEYHOMY W HW3AarenbckomMy — geny.  OpraHu3anMoHHO-
pacnopsauTenpHas JoKkyMeHTanus. TpeboBaHus K 0pOPMIIEHUIO JOKYMEHTOB.

Anbp0OM YHHU(PHULIMPOBAHHBIX (OPM NEPBUYHON YUETHOW JOKYMEHTALUH IO Y4ETY TpyHa M €ro

OIIaThI, YTBEPKIECHHBIN noctaHoBieHueM ['ockomcrara PO ot 05.01.2004 Ne 1.

MaTepI/IaJ'II)I C MHAUBUAYAJIbHBIMHA 3aJaHUAMU I CaMOCTOATCIIbHOI'O COCTABJICHHUA MPUKA30B U

pacnopsKeHHi.

JoxymeHTHpOBaHUE AESITEJIbHOCTH KOJLJIETHAJIBHBIX OPraHOB —
Lenp 3aHATUS — U3y4YeHUE TPEOOBAHMIA K JIOKYyMEHTaM, CO3/IaBaeMbIM B MPOIIECCE MOATOTOBKU U
00CITyKHBaHUS COBCIIAHUM.
B pe3ynbTaTe BBINOJIHEHUS 3a1aHUI CTYIEHT IOJKEH:
umems npeocmaeneHue O BUAAX KOJUJICTHAILHON JEATEIHPHOCTH M TOpsaKe e€
JIOKYMEHTUPOBaHU;
3HAmMb COCTaB JIOKYMEHTOB, CO3/IaBacMbIX IMPHU IOATOTOBKE COBELIAHWA, TpeOOBaHUSI K
(hopMyJIIpy IPOTOKOIIA, OPSAKY €r0 COCTaBJICHUS U 0OPMIICHHUS;
YMeTh COCTaBISTH W OGOPMIISITE TPOTOKOJN M JOKYMEHTHI, CO3[aBaéMble B IIpoIiecce
MTOJITOTOBKY COBEIIAHMS.

YMETb COCTaBJIATh U OPOPMIISATE BBIITUCKY U3 MMPOTOKOIA.


 http://www.consultant.ru/document/cons_doc_LAW_373895/.
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YMeTb COCTaBISITh U O(POPMIISTH PEIICHHUE.

3agaHust VI CAMOCTOSITEIbHOI PadoThI

1. U3yuntp TpeOoBaHMs, NpPEIbSBIsAEMbIE K COCTABICHHIO U O(GOPMIICHHIO IMPOTOKOIA U
peIIeHUSL.

2. CocTaBUTh NpUIIIAILICHUE HA 3aceJaHHe.

3. CocTaBuUTh MPOTOKOJI COBELIAHUS.

4. OpopMHTH BBITIUCKY U3 TPOTOKOIA.

5. OpopMuTh pericHue.

VYka3aHusl M0 BBINOJTHEHHIO 3a1aHU.

1. YTOYHUTH 3Tambl MOATOTOBKH COBEIIAHWI M BHIBI JOKYMEHTOB, CO3/1aBaEMbIX Ha KaXIOM
sTarne (MOBECTKa [IHsI, CIIUCKH YYaCTHUKOB H T.]I.).

2. YTouHUTh 0COOCHHOCTH (HOPMYJIsipa MPOTOKONA, TPEOOBAHUS K PEKBH3UTAM, HU3JIOKCHHBIC B
rOCyJapCTBEHHOM CTaHIapTe M METOJMYECKHX PEKOMEHAAIMsAX, oOpaias BHHMaHHE Ha COCTaB
MH(POPMALIHHK B TEKCTE MPOTOKOJIA, 0COOCHHOCTH €T0 MOJMUCAHNUS, CPOKH O)OPMIICHHSL.

3. Onpenenuts pa3andus TpeOOBaHUI K IPOTOKOJIY MOJHOMY U KPATKOMY.

4. CocTaBUTh CaMOCTOSITENILHO HA OCHOBAaHWH PA3JIaTOYHOrO MaTepuaja IMPOTOKOJ, BBIIUCKY U3
MPOTOKOJIA, PEIICHHE.

KoHTpo/bHbIE BONIPOCHI:

1. Tlepeuncmnure pexBu3NTHI, BXOAAMHME B YOPMYIAP MPOTOKOMA.
2. HazoBuTe CTPYKTypy TeKCTa IIPOTOKOIA.

3. B 4éMm oTMuMe IPOTOKOMA TIOTHOTO U KPaTKOTO.

4. Vkaxure MOPSIIOK TIOATOTOBKH COBEIIAaHWS M KaKWe TOKYMEHTBI CO3MAIOTCS B XOIIE

IIOJITOTOBKHU.
5. Tlepeuncnure peKBU3HUTHI, BXOAAMIHE B HOPMYIAP PELICHHUS.

6. B 4em Ha3HadeHUE BBIIUCKH U3 MMPpOTOKOJIA.

MaTCpI/IaJII)I C UHAUBUYAJIbHBIMU 3aJIaHUAMUA IJId CaMOCTOATCIIBHOTO COCTABJICHUA JOKYMCHTOB.

Cocrasiienne HHPOPMALMOHHO-CIIPABOYHbIX JOKYMEHTOB —
Lenp 3aHATHS — U3y4YeHHWE Ha3HaueHHs HMH(POPMALMOHHO-CIPABOYHBIX JOKYMEHTOB U
ocoOeHHOCTEeH 0(OPMIICHHS KQXKI0T0 BUJIA 3TON IPYIIIbI JOKYMEHTOB.
B pesynbrare BINOIHEHUS 3alaHUN CTYAEHT JOJDKEH:
uMems npeocmaesienue O TUIOBBIX CHUTyalUsX, OQOPMISIEMbIX YHU(UIUPOBAHHBIMU
¢dhopmaMu HHQOPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB,;
3Hamp BUIOB WHQOPMAIMOHHO-CIIPABOYHBIX OKYMEHTOB; TpeOOBaHUS K (GOpMyIspy
Ka)XJIOTO BU/IA;
YMeTb COCTaBIISITH BCE BUABI MHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB W WMETh HaBBIKH

X 0OpMIICHHUS Ha KOMITBIOTEpE.
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3agaHus 11 CaMOCTOSAATEJIbHOI padoThI
1. MByunts mpaBuia cocTaBieHHS M O(OpMIIEHUS MHPOPMALOHHO-CIIPABOYHBIX JOKYMEHTOB,

00paTHB BHUMaHKE Ha OCOOCHHOCTH TPEOOBAaHUM K KaXKIOMY BUY.

2. CocraBute u odopmure B coorBeTcTBUM ¢ TpeboBanussmu ['OCT P 7.0.97-2016 u

Mertoanueckux peKOMEHJAUM:

® TOKJTAJIHYO 3alUCKy (BHYTPEHHIOIO U BHELIHION));
*00BACHUTENBHYIO 3aMIUCKY (BHYTPEHHIOIO U BHELIHIO);
SCIIPaBKY;

®aKT;

e11icbMa (FapaHTHﬁHOC, HAaIIOMUHAHUEC, IPUTJTAIIICHUEC, YBEAOMIICHUC, PCKIIaMalluio U T.,Z[.).

Yka3zaHus no BbINOJHEHUIO 3aJaHus

1. VYTOYHUTH BUJBI I/IH(bOpMaI_II/IOHHO—CHpaBO‘IHLIX JOKYMCHTOB M IIPpHU KaKUX YIPaBJICHYCCKUX

CUTYaIUsIX OHH CO3/Ial0TCA.
2. BBISBUTH OCOOEHHOCTH KaXKIOrO BH/IA MH(OPMAITMOHHO-CITPABOYHOTO IOKYMEHTA.

3. U3yuuts TpeGOBAHMS rOCYIAPCTBEHHOTO CTAHAAPTA K OQOPMIIEHHIO PEKBH3UTOB, BXOAIINX B

TUIMOBOW (POPMYJISIP KaXKI0TO BUAA HHPOPMAIIMOHHO-CIIPaBOYHOTO TIOKYMEHTA.

4. CocraBuTh 1 OCI)OpMI/ITB JOKYMCHTEI B COOTBETCTBHU C ITOJIYUYCHHBIMU 3aJaHUSAMU.
KoHTpoJibHbIE BONIPOCHI

1./lafiTe onpeeneHre U yKaXXUTe TUITOBOH (GOpMYIISIp:

® TOKJTAJHOM 3aIVCKH;

*00BSCHUTEIHHOMN 3aITUCKH;

®CIpaBKH;

®aKTa;

*CTy’)ke0HOTO MUChMa (HA30BUTE €r0 Pa3HOBUIHOCTH);

2.YKaxkuTe 0COOEHHOCTH 0(OPMIICHHUS TTHCEM.

3.B uém ocobeHHOCTh 0OPMIIEHHS THCEMa-0TBETA.

4 Kakue TpC6OBaHI/ISI MMPEABABIIAIOTCA K TCKCTY IMHUCEM.

Pa3[laT0'—[HI)Iﬁ MaTepuaJl K 3aHATUAM
I'OCT P 7.0.97-2016. HanumonanwHbiii ctangapt Poccuiickoit ®enepanuu. Cucrtema
CTaHIapTOB MO HWHGOpMANUH, OHOIMOTEYHOMY M H3JAaTeIbCKOMY Jeiay. OpraHu3anuoHHO-

pacnopsaauTeiibHasd JOKYMCHTAlIUA. Tpe6OBaHI/IH K O(l)OpMJ'IeHI/IIO JOKYMCHTOB.
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MeTtoanyeckie pPeKOMEHAANMU 10 pa3paboTKe MHCTPYKIMHA IO JIEJOTPOU3BOJCTBY B
rOCYJIapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO caMOyIpaBiieHus, yTs. [Ipukasom PocapxuBa oT
24122020 Ne 199 // [DOnekrponnsiii pecypc]. — M., 2021. — Pexum poctyma:
http://www.consultant.ru/document/cons_doc LAW_373895/.

MaTepI/IaJ'H:I C UHAUBUAYAJIbHBIMHU 3aJaHUAMUA AJId CaMOCTOATCIIBHOTO COCTABJICHUA JOKYMCHTOB.

Tema 6. Kommuekcbl noxymenToB. HayuHo-mcTopuyeckas W NpaKTH4YecKas IEeHHOCTh

HOKYMEHTa— 8 yacos

HpOBO,I[HTCS[ JABC O3HAKOMUTCJIbHBIC DKCKYPCHUHU B TOCYJAPCTBCHHBIC ApXHBBI.
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